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‘1. Explanation of Materials Transmitted: This manual section has been developed to
iestablish and maintain a records program to ensure efficient, prompt, and orderly
reduction in the quantity of records and to provide for the proper maintenance of records
designated as permanent by the National Archives and Records Administration (NARA).
'NARA regulations 36 CRF 1228 prescribe the requirements for developing and
‘maintaining records disposition schedule approved by NARA. Scheduling records is the
process of developing a document that provides mandatory instructions for what to do
‘with records (and non-record materials) no longer needed for current government
business. Records schedules provide for the selective retention of records of continuing
or permanent value and the destruction of records of temporary value. Schedules should
‘describe all agency records and prescribe a cutoff date for each record series, after which
a particular disposition action must be taken.

2. Reports Required: None

3 Material Superseded: The Manual pages superseded by this release are listed under
"REMOVE" below. No other directives are superseded.

4. Filing Instructions: File as directed below:
REMOVE INSERT:

1220 (Rel. 1-1660) 1220
‘App. 2, Page 1-15

(Total: 16 sheets)

Mike Howell
Acting Assistant Director
Information Resources Management

(Total: 16 sheets)
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Explanation of Material Transmitted: The title of this manual section has
been changed from Paperwork Management to Records and Information
Management. It has been rewritten to include information from Manual
Sections 1220 - Paperwork Management, 1270-1 - Electronic Records
Management, 1271 - Records Management System, and 1272 - Records
Disposition. The information in this manual section has been reorganized
following the life cycle of a record: creation, maintenance and use, and
disposition. Appendix 2 is still under revision and will be sent under a
separate release.

Reports Required: None

Material Superseded: The Manual pages superseded by this release are
listed under "REMOVE" below. IM No. 93-355 is also superseded.

Filing Instructions: File as directed below.

REMOVE : | INSERT:
Entire 1220 1220

(Rel. 1-917 and 1-1593)
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b (o) ontent

Purpose
Objectives
Authority
Responsibility

References

Policy
File and Records Maintenance

Records Management Program
.11 Definitions

TC-1

A. Records
B. oOfficial Agency Records
C. Agency Records under FOIA
D. Records Series
E. Information
F. Information Dissemination Product (IDP)
G. Information or Records System
H. Nonrecords
I. Personal Papers
.12 Records Life Cycle Management
A. Creation
B. Maintenance and Use
C. Disposition
.13 BLM Integrated Records Management/Subject Codes
A. BLM Manual
B. Manual Supplement
C. BLM Handbook
D. Instruction Memorandums
E. Information Bulletins
F. Directive Digest Bulletin (DDB)
G. Bureau Forms
H. General Correspondence
I. Reports
J. Library Indexing
K. Photo Indexing
L. Delegations of Authority
.14 New or Obsolete Subject Codes and Associated Recordkeeping
A. New or Revised Subject Codes
B. Canceling Obsolete Subject Codes

.15 Recordkeeping Requirements

Recordgs Creation

.21 Creation Considerations

A.
B.
C.
D.
E.
F.

MANUAL

Supersedes

Development of Directives

Modify or Convert an Existing Record System
Enhanced Historical Value of Electronic Records
Information Collection (IC)

Reporting Requirements

Data Sharing and Exchange

Rel. 1-917

Rel. 1-1645
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.22 Information Needs Analysis

Information Management Planning
Electronic Data Collection

Data Standards ‘

Designating Record Status of Information

.23

.24

.3 Maintenance and Use
.31 Access and Retrieval
Subject Codes/Indexing

.32

.33

.34

.35

.36
.37

.38

.4 Records Disposition

A.
B‘
c.

A.
B.
c.
D.
E.
F.

' G.

H.
I.

A.

B.
c.

A.
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Creation
Content

Purpose

Distribution

Use

Maintenance
Disposition

Control

Segregation
Appraising Record Value
Administrative Value
Fiscal Value

Legal Value

Media

A.
B.

A.
B.
C.

A.
B.
c.
D.

A.
B.
C.

A.
B.
Cc.

A.
B.
c.
D.

Selection and Conversion Factors

Types of Media

Files Management

Basic Types (Groups) of Files

Centralization Versus Decentralization of Files
Maintaining a Central Files

Use of Information

Use in the BLM

Use by other Federal and Local Agencies and the Public
Lean of Permanent and Unscheduled Records
Special Considerations for Electronic Mail Records
.BLM Records Access Categories

BLM Public Records - Category 1

Discretionary Records - Category 2

Nonpublic Records -~ Category 3

Information Dissemination Product (IDP)

Records Inventory

Uses of a Records Inventory

Mandatory Elements of a Records Inventory
Maintaining the Records Inventory

Submitting Records into Evidence

Federal Rules of Evidence

Trustworthiness of Records

Submitting Originals Versus Duplicates
Discovery and Subpoenas of Records

.39 safeguarding Information

.41 Role of the National Archives and Records Adminigtration (NARA)

.42

A.
B.

A.
B.
C.

BLM MANUAL
Supersedes

The Federal Records Centers (FRC)

The National Archives

Records Schedules

General Records Schedules (GRS)

BLM Records Schedules

Combined GRS and BLM Records Schedules

Rel.

1-917

Rel. 1-1645
12/21/94
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.44

.45

.46

.47

.48

.49

TC-3
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Reviewing and Updating the Schedules
A. Adding, Revising and Deleting Schedule Items
B. SF-115, Request for Records Disposition Authority
C.. Request for Exception to GRS Disposition Authority
D. Notification of Approved Records Schedules
E. Recordkeeping Requirements
F. Withdrawal of Disposal Authority by NARA
Implementing the Records Schedules
A. Screening Records
B. Destruction of Obsclete Records and Nonrecord Materlals
C. Transferring Records to Federal Records Centers (FRC)
D. Request for Temporary Extension of Retention Periods
E. Records Over 30 Years Old
F. Notification of Approval
G. Transferring Records to the National Personnel Records Center
Transferring Records to the Federal Records Center (FRC)
A. Procedures for Transferring Records to the FRC
B. Criteria for Records Transferred to a FRC
C. SF-135, Records Transmittal and Receipt
Transferring Permanent Records to National Archives
A. Types of Records Transferred to Archives
B. Procedures for Transferring Records to Archives
C. SF-258, Request to Transfer, Approval, and Receipt of Records
to National Archives (NARA) of the United States
D. Adding Documents to Files Already in Archives
Retrieving Records
A. Retrieving Records from the FRC
B. Retrieving Records from the NARA
Loan, Transfer, Donation or Sale of Records
A. Loan of Permanent and Unscheduled Records
B. Transferring Custody of Records to Another Agency
C. Donation and Sale of Temporary Records
Destruction, Loss or Damage of Records
A. Destruction of Temporary Records
B. Emergency Destruction
C. Unauthorized Destruction, Loss, or Damage

.5 Reviews of Recordkeeping Practices

.51

.52

.53

Pre-Review Activities
A. Approval
B. Notification
C. Information Gathering
On-Site Review Activities
A. Opening Meeting
B. Checklist Completion and Other Observations
C. Informal All-Employee Meeting
D. Draft Report
E. Closeout
Post-Review Activities
A. Final Report
B. Distribution of Final Report
C. Follow-Up

Glossary of Terms

BLM MANUAL Rel. 1-164S
Supersedes Rel. 1-917 12/21/%4
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Illustyrations
1. Sample Official File Cover (Form 1271-1b)

2, Color Codes for Official File Covers

3. Sample Request for Records Disposition Authority - New Authority
Requested (Standard Form 115)

4. Sample Request for Records Disposition Authority - Revision of Existing

, Authority Requested (Standard Form 115)

S. Sample Report to NARA on Permanent and Unscheduled Records Over 30 Years
0ld in Agency Custody (National Archives Form 13148)

6. Sample Records Transmittal and Receipt (Standard Form 135)

7. Sample Technical Description for Transfer of Electronic Records to the
National Archives (Form NA 14097)

8. Sample Shelf List

9. Sample Notice of Intent to Destroy

10. Sample Request to Transfer, Approval, and Receipt of Records to National
Archives of the United States (Standard Form 258)

l1l. Sample Cross-reference Document

12. Sample Reference Request-Federal Records Centers (Optional Form 11)

13. Sample Case File Transfer Request (Form 1272-7)

Appendices
l. NARA Reference Guides

2. GRS/BLM Combined Records Schedules (Reserved)
3. Subject Code Index

4. Alphabetical Index

5. Checklist for Review of Recordkeeping Practices

BLM MANUAL Rel. 1-1645
Supersedes Rel. 1-917 12/21/94
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.01 Purpose. This manual section establishes policy and guidance for
managing BLM records and information throughout its life cycle, regardless of
media. The life cycle of records consists of three phases: creation,
maintenance and use, and disposition.

.02 oObijectives. Information created by BLM is a valuable resource. Specific
objectives of this manual section are to provide policy and guidelines on
managing BLM records and information to include:

A. Ensuring that the creation or collection of information is necessary
for the proper performance of BLM's mission.

B. Ensuring records are created and preserved that document the BLM's
business activities and decisions.

C. Maximizing and facilitating the retrieval and usefulness of BLM
information.

D. Ensuring that the BLM's official record copy can be identified,
regardless of media.

E. Ensuring timely and systematic removal of noncurrent records from BLM
facilities to reduce storage expenses and reduce the burden responding to the
Freedom of Information Act (FOIA) requests.

F. Achieving cost reductions in office space, equipment, and supplies.

G. Ensuring security and access requirements are identified and
incorporated into all records systems.

H. Ensuring recordkeeping requirements are documented in policy.

.03 Authority.
A. Paperwork Reduction Act of 1980 ({44 U.S.C. Chapters 29 and 35) requires

that the responsibility for all records management functions, including
electronic recordkeeping, be consolidated with other information resources
management functions in a single agency official.

B. Federal Recordg Act of 1950 (44 U.S.C. 2901, 2904, 3102, 3301, and
3314) requires the head of each agency to establish and maintain a records
management program for: the economical and efficient management of the
records of the agency, to ensure the prompt disposition of temporary records
no longer needed, and the continued preservation of records designated as
having permanent historical value, including policy and decision documents.
This protects the legal interests of the Government and the public.

C. Office of Management and Budget (OMB) Circular A-130, Management of
Federal Information Regources provides information management policy,

including policies relating to information dissemination, records management,
and cocperation with State and local governments.

BLM MANUAL Rel. 1=1645
Supersedes Rel. 1-917 12/21/94
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D. Act of April 25, 1812 (2 Stat. L., 717). The General Land Office (GLO)
was established by Congress in 1812 to administer the public domain lands for

the issuance of land warrants and grants; scheduling land sales; collecting
monies from land sold; and maintenance of all land records and related data.

E. National Archives and Records Administration (NARA) Regqulations (36
CFR, Chapter 12, Subchapter B). NARA regulations require records life cycle
management for the creation, maintenance, use, and disposition of all federal
agencies' information. Included in this guidance are requirements for
developing and obtaining approval for legal disposition of agency records.

F. Computer Security Act of 1987 (P.L. 100-235) provides for
Governmentwide computer security and provides for the training in security

matters of persons who are involved in the management, operation, and use of
federal computer systems. It requires federal agencies to protect sensitive
information and information vital to government coperations from unauthorized
access.

G. Federal Rules of Evidence (Title 28, U.S.C. Appendix-Rules of Evidence)

serves as the primary guide for evidence submitted to a Federal Court.

H. Federal Rules of Civi rocedures (Title 28, U.S. C. Appendix - Rules
cf Civil Procedure.

I. Privacy Act of 1974 (S U.S.C. 552a) pertains to records maintained
about individuals and requires federal agencies to prevent the misuse of

personal data in a system of records retrieved by an individual's name or
other personal identifier and ensures a person's right to know the purpose and
use of information assembled regarding him/her.

J. Electronic Communications Privacy Act of 1986 (P.S. 99-508) establishes
penalties for the intentional interception of electronically transmitted

information and the authorities and responsibilities of the Federal Government
for access to electronically transmitted information.

K. The Freedom of Information Act (FOIA) of 1966, as amended, S U.S.C. 552
provides for the disclosure of government information to members of the public

while protecting the confidentiality of sensitive, personal, commercial, and
governmental (proprietary/confidential) information.

L. General Services Adminigtration (GSA) Requlations (41 CFR 201-45)

prescribes and promulgates standards, procedures, and techniques for managing
federal records in order to facilitate and support agency operations.

M. Departmental Manual (380 DM 1) provides guidance on responsibilities
for managing records created and maintained by the Department and incorporates

recent NARA regulatory guidance.

N. -Departmental Manual (381 DM 12) Information Collection Budget Handbook.

BLM MANUAL Rel. 1-1645
Supersedes Rel. 1-917 12/21/94
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O. Departmental Manual (384 DM 1) establishes the records disposition
program in the Department, prescribes policy, and assigns responsibility for
developing and maintaining an effective and efficient records disposition
program.

P. 18 U.S.C. 2071 and 36 CFR 1228, Concealment, Removal, Disposal or
Mutilation, generally of federal documents, is a federal crime and can result
in prosecution.

Q. Electronic Recordkeeping by General Services Administration (GSA).

R. NARA Publications and Other Reference Guides Published by NARA. See
Appendix 1 for a listing.

.04 Responsibility.

A. Director and Deputy Director are responsible for the overall life cycle
management of all information and records made or received by the Bureau of
Land Management (BLM). This responsibility is delegated to the Chief,
Division of Information Resources Management.

B. Assistant Directors, within their assigned program areas, ensure that
all information and records within their jurisdiction are managed in
accordance with life cycle management requirements.

C. State Directors, Service Center Director, and National Interagency Fire
Center Director are responsible for implementation of the overall life cycle

management policy of records and information within their State/Center in
accordance with the requirements established in this manual section. This
includes approving the Official Agency Records Designation Documentation for
State/Center electronic records.

D. Chief, Divigion of Information Resources Management (IRM) is

responsible for the overall IRM program, which includes providing bureauwide
policy and direction for the collection, creation, maintenance, use, security,
access, dissemination and disposition of information. He/she coordinates
records management and information dissemination goals, objectives, and
activities through the Bureau Records Officer which he/she oversees.

E. Bureau Records Officer, who also serves as the Freedom of Information
Act (FOIA) Officer, the Privacy Act Officer, and Information Collection Budget
(ICB) Officer, has oversight responsibility for developing an overall
Bureauwide Records Management program. This program addresses the policies
and procedures for managing information and records created and received by
BLM throughout their life cycles. Specific responsibilities include:

1. Developing Bureauwide policy on records and information life cycle
management.

2. Overseeing the development of Bureauwide training in records and
information management.

BLM MANUAL Rel. 1-1645
Supersedes Rel. 1-917 12/21/94
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3. Approvxng and obtaining NARA approval for BLM retention and
disposition requirements of ‘all BLM records.

4. Working with other IRM functions to ensure that the records
requirements are effaectively integrated into the information systems
development process.

‘5. Providing oversight of the Records Management program through the
IRM review process.

6. Reviewing Official Agency Records Designation Documentation for
Bureauwide records.

7. Ensuring appropriate Records Management policy and guidance is
developed, documented, and disseminated throughout BLM.

8. Approving the transfer of the custody of records to agencies other
than the NARA or the FRC.

9. Obtaining NARA approval for the emergency destruction of Bureauwide
records, Buresauwide extension of records retention requirements, and
Bureauwide submission of unscheduled records to the FRC.

10. Reviewing proposed information collections from the public for
submission to OMB for approval.

F. Chief, Directiveg and Information Services Branch is responsible for

assigning and updating subject codes, and distributing the Subject Code Index
(Appendix 3).

G. Washington Office (WO) Managers are responsible for the following

activities in accordance with the requirements of this manual section:

1. Developing Bureauwide, including WO, recordkeeping requirements in
accordance with this manual section for all records within their program
responsibility and incorporating these in their program directives.

2. Ensuring all records within their program responsibility in the WO
are identified on office records inventories and the General Record Schedules
(GRS) or BLM Records Schedules.

3. Ensuring all records within their program responsibility have an
approved records disposition authority from NARA.

4. Periodically revxew;ng the GRS and BLM records schedules and program
directives to ensure:

a. Records retention and disposition requirements impacting their
programs are appropriate.

b. Information and requirements related to creation, maintenance,
use, and disposition of the record is appropriate.

BLM MANUAL Rel. 1-1645
Supersedes Rel. 1-917 12/21/94
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5. Recommending disposition requirements for newly identified records
or changes in requirements for existing records within their program
responsibility.

6. Ensuring all records within their jurisdiction are disposed of in
accordance with an approved BLM Records Schedule.

7. Obtaining OMB approval through the Bureau Records Officer for
information collections from the public.

H. Field Office Managers and Specialists are responsible for the following
activities in accordance with the requirements of this manual section:

1. Supplementing Bureauwide recordkeeping requirements and establishing
recordkeeping requirements for records within their program responsibility and
incorporating these into their program directives.

2. Ensuring all records within their program area are identified on
office records inventories and the GRS or BLM Records Schedules.

3. Requesting disposition authority for unscheduled records and
requesting a change in disposition authority for scheduled records as needed.

4. Periodically reviewing BLM records schedules and program directives
to ensure:

a. Records retention and disposition requirements impacting their
programs are appropriate.

b. Infofmation related to creation, maintenance, use, and
disposition of the record is identified as specified in this manual section.

S. Reviewing and approving all recommended disposition requirements for
newly identified records or changes in requirements for existing records
within their program responsibility.

6. Ensuring all records within their program responsibility are
disposed of in accordance with BLM Records Schedules.

I. Records Administrators have oversight responsibility for developing an
overall Statewide/Center/Washington Office Records Management program that
addresses the policies and procedures for managing information and records
within their jurisdiction. This includes following the requirements in this
manual to:

1. Develop Statewide/Center/Washington Office policy and provide
guidance for managing the life cycle of records and information.

2. Oversee the development of Statewide/Center/Washington Office
training in managing the life cycle of records and information.

BLM MANUAL ' Rel. 1-1645
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3. Consult with State/Center/Washington Office program managers to
identify program recordkeeping requirements.. .. -

4. Coordinate the designation of offici&l:égency electronic records.

"S. Work with State/Cantet/Washxngton Office program managers in the
development of records systems.

J. Records Managers are responsible for ensuring appropriate life cycle
management of records within their jurisdiction. Directives should be
reviewed to ensure recordkeeping requirements are documented. Records should
be filed and maintained, regardlesa of media, in the most efficient,
economical, and effective system in accordance with user needs.
Respons;bxl;ties for managing records within their jurisdiction include:

1. Bstablxshlng documented filing guxdelxnes for receiving, creating,
maintaining, accessing, retrieving, and using the records.

2. Identifying, marking, and filing records using appropriate file
codes.

3. Separating records from nonrecords.

4. Ensurxng proprietary, sensitive, confidential, and Privacy Act
information is identified, noted and secured to prevent unauthorized
disclosure.

5. Ensuring all records can be easily accessed and retrieved by
authorized users.

6. Developing a system for ensuring manual records retrieved from
filing systems are returned.

7. Developing a system to detect unauthorized alterations of records.

8. Ensuring records and records systems are identified in the local
records inventory and are scheduled and disposed of as prescribed in this
manual.

9. Developing a disaster recovery and contingency plan.

K. Disgtrict and Resource Area Managers are responsible for the following
activities in accordance with the requirements of this manual section for

records within their jurisdiction:

1. Ensuring that Statewide recordkeeping requirements are supplemented
to ensure appropriate records life cycle management.

2. Ensuring review and approval of all recommended disposition
requirements for newly identified records or changes in requirements for
existing records within their offices.

BLM MANUAL ) Rel. 1-1645
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3. Ensuring all records within their office areas are disposed of in
accordance with the GRS/BLM Records Schedules.

L. Records Custodians are responsible for maintaining records within their
physical and legal custody in accordance with the life cycle management
requirements established in program directives and this manual section.

M. BLM Employees and Contractors are responsible for ensuring the
appropriate life cycle management of all records they create, receive,
maintain, use, disseminate, and dispose of in accordance with the requirements
established in program directives and this manual section.

.05 Referenceg. See Appendix 1 for non-BLM developed references.

BLM Manual Sections:

A. 1203, Delegations of Authority

B. 1221, Directives; H-1221-1, Writing and Focrmatting Directives; and
H-1221-2, Accessing the Automated Directives Digest Bulletin

C. 1222, Reports Management

D. 1223, Forms Management

E. 1261, Automation, Information Resources Management, Modernization
(AIM), and Life Cycle Management; H~1261-1, AIM Project Structure; and
H-1261-2, AIM Project Initiation

F. 1264, Automated Information Systems Security Program; and H-1264-1,
Automated Information Systems Security

G. 1270, Records Administration; and H-1270-1, Electronic Records
Adminigtration

H. 1270-2, Cost Recovery; and H-1270-2, Cost Recovery

I. 1273, Vital Records; and H-1273-1, Disaster Recovery Plan for Paper and
Film Records

J. 1278, External Access to BLM Information
K. 1279, Library Management
L. 1283, Data Administration

M. 1541, Correspondence Management

BLM MANUAL Rel. 1-1645
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.06 Policy. All offices are required to cresats and preserve records
containing adequate and proper documentation of the organization, function,
policies, decisions, procedures, and essential transactions of BLM. They must
have the capability to protect the legal and financial rights of BLM and of
persons directly affected by BLM activities (44 U.s.C. 3101). All records
created and received shall be maintained in an economic, efficient, reliable,
retrievable form, protected from unauthorized disclosure, preserved and
disposed of only in compliance with BLM program directives and approved
records schedules.

.07 PFile and Records Maintenance. Documentation and record requirements are
referenced throughout this manual section. Records disposition program
activities are described and authorized for disposal by General Records
Schedule 16. Data bases that document records disposition are described and
authorized for disposal by General Records Schedule 23. Disposition records
shall be maintained in a centralized location to ensure easy search and
retrieval by employees. These documents include the records inventory,
records schedules, records access categories, records disposition, and record
loans. General records management files such as correspondence, reports,
authorizations and other records that relate to the management of BLM records
are disposed of using General Records Schedule 16/7. These records are
currently destroyed when 6 years old or when superseded, obsolete, or no
longer needed for reference.

BLM MANUAL Rel. 1-1645
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.1 Records Management Program. The head of each federal agency shall
establish and maintain an active, continuing program for the economical and
efficient management of the records of the agency (44 U.S.C. 3102). Records
Management means the planning, controlling, directing, organizing, training,
promoting, and other managerial activities involved with respect to records
creation, records maintenance and use, and records disposition in order to
achieve adequate and proper documentation of the policies and transactions of
the Federal Government and effective and economical management of agency
operations. As defined by the National Archives and Records Administration
(NARA) in 36 CFR 1220.14, adequats and proper documentation is

"...a record of the conduct of Government business that is complete and
accurate to the extent required to document the organization, functions,
policies, decisions, procedures, and essential transactions of the agency
and that is designed to furnish the information necessary to protect the
legal and financial rights of the Government and of persons directly
affected by the agency's activities."

Records Management requires the systematic application of records and
information life cycle management as described in this manual.

.11 Definitions. It is important to distinguish among records terms
because of the different legal and administrative Records Management
requirements associated with each.

A. Records. As defined by 44 U.S.C. 3301, a record includea

"all bocks, papers, maps, photographs, machine readable materials, or other
documentary materials, regardless of physical form or characteristics, made
or received by an agency of the United States Government under federal law
or in connecticon with the transaction of public business and preserved or
appropriate for preservatiom by that agency or its legitimate successor as
evidence of the organization, functions, policies, decisions, procedures,
operations, or other activities of the Government or because of the
informational value of data in them."

Within the BLM, records can include draft material, official agency records as
defined in .11B of this manual section, agency records under the FOIA as
defined in .11C of this manual section, or information as defined in .1l1lE of
this manual section. Definitions of terms within the above definition of a
record are provided below in accordance with 36 CFR 1220.14:

1. Documentary materials refer to all media containing recorded
informaticon, regardless of the nature of the media or the methods or
circumstances of recording. These include all records created and received or
maintained for the BLM by contractors.

2. Phyvsical form or characteristics means that the information may
be recorded on any medium and the method of recording may be manual,
mechanical, photographic, electronic, or any combination of these and other
technologies.

BLM MANUAL Rel. 1-1645
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3. Made means the act of creating and recording information by
agency personnel in the course of their official duties, regardless of the
methods or media involved. The act of recording is generally indicated by
circulating the information to others or by placing it in files (including
electronic files) that are accessible to others.

4. Received means the acceptance or collection of documentary
materials by agency persocnnel in the course of their official duties
regardless of their origin and regardless of how transmitted.

5. Pregerved means the filing, storing, or other methods of
systematically maintaining documentary materials by the organization. The
term also refers to activities associated with ensuring recorded information
can be read or accessed for the length of time required by approved
disposition authorities. .

6. Appropriate for pregservation means those documentary materials
which in the judgment of the organization should be filed, stored, or
otherwise systematically maintained because of the evidence of the
organization‘'s activities or the information they contain. The term also
refers to activities associated with the care and maintenance of permanent
records.

7. Informational value means the usefulness of records in
documenting the persons, places, things, or matters dealt with by an agency,
in contrast to documenting the agency's organization, functions, and
activities. This is one of the items considered by NARA in appraising records
for permanent retention.

B. Official Agency Records. Historically, records received and made by
the BLM have been manual records. Traditionally, the manual medium has been
designated for BLM's official record copy. With the advent of electronic
records systems, designating the documentary material as the official agency
record becomes more complicated. Since electronic records are more
susceptible to undetected alterations, they should not be used in the
decisionmaking process until an Official Agency Record Designation Document
(OARDD) has been completed in accordance with BLM Handbook H-1270-1,
Electronic Records Administration. This document will enhance confidence in
BLM decisions by substantiating the trustworthiness and integrity of the
electronic records.

C. Agency Records under FOIA. As prescribed in 5 U.S.C. 552, the
Freedom of Information Act (FOIA), all information created or received, within
the custody of the BIM, to include nonrecord material, is subject to public
disclosure in response to a FOIA request. :

1. Records Search. Documented recordkeeping requirements are
especially important for ensuring Privacy Act information, proprietary,
confidential, and sensitive information, and mandatory exemptions under the
FOIA are filed separately from releasable information to reduce costs and time
used in searching for information.

BLM MANUAL Rel. 1-1645
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2. Reviewing Records. A precedent may be established when
information is released to members of the public in response to a FOIA
request. Equal access should be provided to all requestors unless sound
ground exists for discretionary disclosure. All information requested under
the FOIA must be reviewed for releasable information. Information cannot be
withheld automatically simply because it is known to be predecisional or
draft. A direct harm to the BLM must be demonstrated before discretionary
exemptions can be applied to deny release of BLM records. Refer to BLM Manual
Section 1278, External Access to BLM Information.

D. Records Series. Information, regardless of media, arranged
according to a filing system or kept together because they relate to a
particular subject of function, result from the same activity, or document a
specific kind of transaction are referred to as records series. These are
appraised by the NARA for applying BLM's recommended records retention and
disposition requirements. Once scheduled and approved by the NARA, they are
incorporated into the BLM Records Schedule. Records series do not necessarily
constitute a record system. As a unit, such as records maintained in an
electronic records application, a records series could constitute a records
system. The increasing use of electronic records systems to maintain records
will result in the creation of new records series. (Refer to .11G of this
manual section.)

E. Information. As defined in OMB Circular A-130, information is

"...any communication or representation of knowledge such as facts, data,
or cpinions in any medium or form, including textual, numerical, graphic,
cartographic, narrative, or audiovisual forms."

Within the BLM the'definition of information includes record and nonrecord
material.

F. Information Dissemination Product (IDP) as defined in OMB Circular
A-130 is

"...any bock, paper, map, machine-readable material, audiovisual
production, or other documentary material, regardless of physical form or
characteristic, disseminated by an agency to the public."

BLM may specifically designate information at any level as an IDP when it is
of interest to the public. Refer to .36 of this manual section for additional
guidance on creating and managing IDP's. Refer to BLM Manual Section 1278,
External Access to BLM Information, for information on disseminating IDP's.
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G. Information or Records System. The terms information system and

records system are interchangeable. These systems represent the organized
collection, processing, transmission, and dissemination of information in
accordance with defined procedures, whether automated or manual. An
electronic record system may contain input or source documents, records on
electronic media, and output records, along with related documentation and any
indexes. Conversion from a manual to an electronic records system may
constitute the establishment of a new records series which will require
appraisal by the NARA.

H. Nonrecords are defined by the Federal Records Act, 44 U.S.C. 3301 as

"...library and museum material made or acquired and preserved soclely for
reference or exhibition purposes, extra copies of documents preserved only
for convenience of reference, and stocks of publications and of processed
documents..."

When copies of nonrecords are made part of a BLM file for reference purposes,
they are subject to subpoena and disclosure under the FOIA. Following are
examples of nonrecord material:

1. Information copies are nonrecord copies sent to individuals or
offices interested in, but not acting on, a matter.

2. Tickler, follow up, or suspense copies are files arranged
chronologically to remind officials of actions to be completed by a specific
date.

3. Duplicate copies are counterparts produced by the same impression
as the original. This includes photography, mechanical or electronic
re~-recording, chemical reproduction, or other equivalent techniques which
accurately reproduce the original. BHandwritten or typed copies are not
congidered duplicates.

4. Catalogs, trade journals, and other publications that are
received from other Government agencies, commercial firms, or private
ingtitutions that require no action and are not part of a case on which action
is taken.

5. Physical exhibits, artifacts, and other material objects lacking
evidential value.

I. Personal Papers. In contrast to both records and nonrecord
materials, personal papers are not Government-owned. The maintenance of
personal papers in agency space and equipment requires agency approval. Such
personal papers must be clearly designated as such and maintained separately
from BLM records. Personal papers are documentary materials belonging to an
individual that are not used to conduct agency business. Once personal papers
are used to conduct agency business, they may become Bureau records.
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.12 Records Life Cvcle Management. According to the life cycle concept,
records do through three basic stages: c¢reation (or receipt); maintenance and

use (preservation, dissemination, access, retrieval, and analysis); and
disposition (destruction, donation, or permanent preservation). BLM Program
Managers must coordinate their programs and recordkeeping requirements to meet
the life cycle management requirements of the Federal Records Act and the
Paperwork Reduction Act. This means establishing continuous and systematic
control over the creation, maintenance and use, and disposition of BLM records
in accordance with statutory and regulatory requirements, and BLM directives.

A. Creation. The first phase of the recorda management life cycle
begins when a need for information is identified. The need may result from
new legislative, regulatory, or administrative requirements. The creation may
also begin when the organization plans to change existing recordkeeping
procedures. This would include plans to automate manual recordkeeping
systems. Creation of a record in the BLM would also include receiving
information via the postal service, a courier service, an Email service,
importing of an external electronic record, FAX, electronic forums via
electronic network system, and so forth. It is during the records creation
stage that records must be reviewed for retention value, maintenance and use
requirements and scheduled for a disposition authority from the NARA. Refer
to .2 of this manual section for additional information on records creation.

1. Formal and Informal Correspondence includes incoming and outgoing
letters, memoranda, notes, messages, reports, minutes from meetings, forms,
studies, evaluations, position papers, briefing materials, organizational
charts, decision documents and other similar text or graphic materials that
document the BLM and its activities. These may be filed in a variety of
records systems depending upon the purpose for creating the information. The
disposition of these categories of records shall adhere to the disposition
requirements of the record series in which it is filed.

2. Policy Statements and Decision Documents include internal BLM
permanent and temporary directives, regulations, Environmental Impact

Statements, issue papers, project decisions, Official Agency Record
Designation Documents, records about records, reports, public affairs
documents, and sc on.

3. Cartographic Materials include maps, plats, aerial photographs,
engineering drawings, and architectural drawings relating to the Department
and/or its activities. Refer to NARA Publication, Managing Cartographic,
Aerial Photographic, Architectural, and Engineering Records, 1989; BLM Manual
Sections 9160 and 9161; and NARA Guide to Cartographic Records in the National
Archives, 1971.

4. Electronic Records Applications include data files, computer
system documentation, life cycle management documentation, input and output
regardless of media. Software developed by the BLM is government owned and
may be subject to disclosure under the FOIA. To be considered the official
agency records, a completed Official Agency Record Designation Document
(OARDD) must be approved as prescribed in BLM Handbook H-1270~1, Electronic
Records Administration.
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5. Audio-visual Materials include still and motion pictures, sound
and video recordings, slides, and presentations that document the
organization, activities, decisions, and historical events of the BLM. Refer
to NARA Publication, Managing Audiovisual Records, 1990.

6. Case-Related Information is usually filed in Serialized Case
Files such as patent applications, contracts, official personnel files, FOIA
case files, EEO case files, and sc forth.

7, Serialized Sets of Publications, Brochures, Pamphlets, or Posters

and Books are created by the BLM that document the BLM and its activities.

8. Work-related Materials include information such as preliminary
drafts, predecisional information created or acquired during the deliberative
process, rough notes, Email, diaries, journals, calendars, schedules, and
other gimilar materials. Work-related materials are considered records if
they:

a. Are circulated or made available to employees, other than the
originator, for official purposes such as approval, comment, action,
recommendation, follow-up, or to communicate with staff about BLM business;
and

b. Contain unique information such as substantive annotations or
comments that add to a proper understanding of the BLM's formulation and
execution of basic policies, decisions, actions, or regponsgsibilities.

9. Finding Aids relate to and facilitate retrieval of information
such as the BLM's Historical Index (HI) or the BLM's Directives Digest
Bulletin (DDB).

B. Maintenance and Use. The second phase of the life cycle involves
the organization, storage, access, retrieval, and dissemination of BLM
records. Effective and efficient maintenance will result in easy access by
authorized users, minimum search time, easy retrieval, security of
proprietary, confidential, sensitive, and Privacy Act information and
appropriate preservation. Refer to .3 of this manual section for additional
information on records maintenance and use.

1. Records Inventory. All offices shall maintain a complete and
accurate records inventory identifying all record and nonrecord material.
This inventory should reduce costs associated with searching for records and
identify records available for public disclosure. The BLM records transferred
to a Federal Records Center (FRC) and deleted from the on-site BLM inventory
are still considered the legal custody of the BLM. BLM records stored at the
FRC require a search in response to FOIA and other requests from members of
the public. Employees responding to requests from the public should also
maintain a copy of a current records inventory identifying records
disposition. Refer to .3 of this manual section for policy on conducting and
maintaining records inventories.
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C. Disposition. Disposition is an integral part of records management
and is the third and final stage of the life cycle of records. Disposition
means the actions taken regarding records when they are no longer needed for
current Government business. BLM records shall not be destroyed or otherwise
disposed of except in accordance with procedures described in this manual
section (44 U.S.C. 3314). Program Managers are responsible for identifying
records series within which their records belong and ensuring that all records
have a current approved records disposition schedule that will meet the needs
of the BLM and the public. Refer to .4 of this manual section for policy and
guidance on disposing of records.

1. BLM Records Disposition Schedules. A BLM Records Disposition
Schedule approved by the NARA provides the omly legal authority for retaining
and disposing of BLM records. Information from an up-to-date BLM Records
Disposition Schedule can be added to the inventory as evidence of disposition
approvals. The BLM is not required to make records available responsive to
internal or external records requests if they have been destroyed or
transferred to the NARA in accordance with an approved records disposition
schedule. Records are appraised by the NARA as either temporary records
eligible for destruction or donation after a specific period of time or
permanent for continued preservation by NARA. The appraisal of BLM records
will be dependent upon the purpose for creating the record, its value to the
BLM and the public, and preservation requirements. Refer to .4 of this manual
section for records disposition requirements.

a. Temporary Records are destroyed, or in rare instances donated,
after a fixed period of time. The time may range from a few months tc many
years. Records generally common to most federal agencies are temporary
records as described by the NARA in the General Records Schedule (GRS). The
GRS describes retention and disposition requirements for temporary records
common to most agencies. The GRS records and records unique to the BLM will
be described with appropriate retention and disposition requirements in the
BLM's comprehensive records disposition schedule. The BLM's records and
information needs may or may not concur with the GRS.

b. Permanent Records are records determined by the Archivist of
the United States to be sufficiently valuable for historical or other purposes
warranting continued preservation by the Federal Government. Relatively few
federal records are permanent although the exact percentage differs from
agency to agency.
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.13 BLM Integrated Records Management/Subject Codes. BLM's integrated

records management system is a group of sub-systems. It is designed to
provide a "link" for all records of the same subject area. This integrated
records management system begins when Congress passes a Public Law which gives
some responsibility to the Secretary of the Interior. The Secretary then
drafts regulations explaining how the Department of the Interior (DOI) will
enforce that law. The regulations are reviewed by the Office of the Solicitor
and concerned public groups. When the regulations are signed by the Secre-
tary, they are printed in the Federal Register. Once they are published, they
are in effect and binding. Annually, the Federal Registers are consolidated
in a publication called the Code of Federal Regulations (CFR). Title 43 of
the CFR (43 CFR) is Public Lands: Interior. Therefore, most of the regula-
tions BLM uses to accomplish its mission are in Title 43. Chapter I of 43 CFR
contains regulations for the Department. Chapter II are requlations for BLM.
While preparing the Federal Register notice, BLM either assigns an existing
subject code from the CFR or a new subject code. A subject code is assigned
to every subject for which BLM has interest or responsibility. Appendix 3 of
this manual section is the Subject Code Index. Once assigned, this subject
code is used to link records relating to a specific topic. Below are some of
the records that are linked by these subject codes:

A. BLM Manual. BLM issues permanent policy and program direction in
the Bureau manual. Each manual section is identified with a subject code
which, generally, links it with the same subject in the CFR. Manual sections
and manual supplements are the first half of the Bureau's permanent directives
system. See BLM Manual Section 1221, Directives, and BLM Handbook, H-1221-1,
Writing and Formatting Directives.

B. Manual Supplement. Supplements to the BLM Manual may be issued by
the State/Center Directors or District/Area Managers when they wish to add
policy or procedures. Each manual supplement is identified with a subject
code which links the BLM Manual and the CFR.

C. BLM Handbook. BLM issues detailed instructions necessary to carry
out policy and direction described in the corresponding manual section. These
handbooks are also identified with a subject code linking the BLM Manual and
the CFR. Handbocks are the second half of the Bureau's permanent directives
system. See BLM Manual Section 1221, Directives, and BLM Handbook, H-1221-1,
Writing and Formatting Directives.

D. Instruction Memorandums. When new policy or procedural instructions
must reach employees quickly or an interpretation of existing regulations,
policies, or instructions is necessary, BLM offices may issue instruction
memorandums (IMs), which should be incorporated in the corresponding BLM
manual section. Each IM contains a subject code which links the BLM manual
section and handbook, where applicable. IMs are the first half of the
Bureau's temporary directives system. See BLM Manual Section 1221,
Directives, and BLM Handbook, H-1221-1, Writing and Formatting Directives.
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E. Information Bulletins (IBs) are used to disseminate information to
BLM employees, transmit publications, call attention to existing policy,
request review of draft documents, etc. Material in IBs do not affect the
corresponding BLM manual section or handbook. Each IB contains a subject code
which links the BLM manual section and handbook, where applicable.
Information Bulletins are the second half of the Bureau's temporary directives
system. See BLM Manual Section 1221, Directives, and BLM Handbook, H-1221-1,
Writing and Formatting Directives.

F. Directive Digest Bulletin (DDB). The Directives Digest Bulletin

(also known as the Directives Index) is a listing of all directives and forms
issued for a certain period of time. Because IMs, IBs, manual sections,
handbocks, and forms follow the same subject code system, the DDB may be used
to search for all applicable policy, procedures and forms issued for a
particular subject area. See BLM Handbook H-1221-2, Accessing the Automated
Directives Digest Bulletin.

G. Bureau Formg. In order to link Bureau forms to other BLM records of
the same subject area, the subject code is included as part of the Bureau form
number. Local forms (State, District, Resource Area) use this same numbering
system. See BLM Manual Section 1223, Forms Management.

H. General Correspondence. The Bureau's general correspondence is also
prepared using the subject code system. See BLM Manual Section 1541,
Correspondence Management.

I. Reports. The Bureau's recurring reports are each given a control
number which contains the subject code number. See BLM Manual Section 1222,
Reports Management. .

J. Library Indexing. Documents maintained in Bureau "libraries" are
frequently indexed using the subject code system. See BLM Manual Section
1279, Library Management.

K. Photo Indexing. Photos, when indexed, are numbered sequentially
using the subject code system.

L. Delegations of Authority. The Bureau's delegations of authority are
indexed by subject code. See BLM Manual Section 1203, Delegations of
Authority.
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.14 New or Obsolete Subject Codes and Associated Recordkeeping. The

Directives and Information Services Branch is responsible for coordinating new
subject codes, revising subject codes, canceling obsolete subject codes,
updating the Subject Code Index (Appendix 3), and for maintaining associated
records. Subject codes 1600-9000 are linked to Title 43 of the CFR. Subject
codes 1000-1500 are not linked to 43 CFR because they are regulated by other
agencies.

A. New or Revised Subject Codes. When requesting a new or revised
subject code, the requester must submit the following information to the IRM
Services Group:

1. A description of the new or revised program requirement.
2. The purpose of the new or revised program requirement.
3. Any link to 43 CFR or other regqulation.

4. Recommended subject code and justification.

The Directives and Information Services Branch is responsible for coordinating
the assignment of a new number or revising the subject code and providing
feedback to the requester and the field offices.

B. Canceling Obsolete Subject Codes. When requesting cancellation of a
subject code, the requester must submit the following information toc the

Directives and Information Services Branch:

1. The subject code to be canceled.

2. The reason for canceling the subject code.

3. Any existing instruction memos, information bulletins, BLM
manuals, of handbooks for this subject code.

The Directives and Information Services Branch is responsible for coordinating
cancellation of the subject code (and providing feedback to the requester and
the field offices. The Directives and Information Services Branch will
provide guidance to the requester on cancellation of existing directives).

The Branch will maintain all creation, revision and cancellation records to
provide an audit trail. The records will be filed and retained as permanent
organizational history files.

.15 Recordkeeping Requirements are statements in laws, regulations, or
agency directives providing general and specific guidance on particular
records to be created and maintained by an agency. Recordkeeping requirements
state what information must be created or received to provide adequate
documentation of BLM business, who should have access, and retention and
disposition requirements. Recordkeeping requirements documented in BLM
directives will serve as the legal foundation for ensuring trustworthiness and
integrity of the BLM's records. The recordkeeping requirements should be
reviewed in conjunction with changes in business requirements, information
collections, public requests for information, and reporting requirements.
Procedures for completing the Official Agency Records Designation Document
(CARDD) for electronic records can be found in BLM Handboock H-1270-1,
Electronic Records Administration.
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.2 Records Creation. The BLM must be able to justify the creation or
collection of information based upon its statutory functions to ensure that
information is only created for the proper performance of its mission (44
U.S.C. 3504(c)(2). The information created must also have practical utility
as defined in the Paperwork Reduction Act (44 U.S.C. 3502(16) which includes
such qualities of information as accuracy, adequacy, and reliability. The
burdens imposed should not exceed the benefits to be derived from the
information. Moreover, if the same benefit can be cobtained by alternative
means that impose a lesser burden, the alternative should be adopted.
Managers should seek existing internal and external information sources before
requiring the creation of a new record, record system, or report.

.21 Creation Considerations. Accomplishment of the BLM mission will
necessitate the creation and use of some records on a regular basis regardless
of a statutory or regulatory requirement, simply because they are needed for
agency decisionmaking. The purpose and authority for making or receiving a
record will influence decisions related to the entire life cycle of the
record. The reason for creating the record or system must be identified in
appropriate records and information system life cycle management
documentation. Records could be created, received, or modified for the
following reasons:

A. Development of Directives. Most statutes and regulations stipulate
recordkeeping requirements and may also mandate specific life cycle management
requirements such as format, media, use and disposition requirements. When
new or modified statutes, regulations, and oversight agency directives are
issued, they must be supplemented in the BLM program directives to ensure
compliance throughout the BLM. These program directives must also prescribe
any new recordkeeping or reporting requirements to ensure compliance with a
statutory or regulatory requirement. It will also ensure compliance with the
Federal Records Act to maintain adequate documentation.

B. Modify or Convert an Existing Record System. This occurs frequently
with the development of finding aids such as indexes or converting a manual

record system to an electronic record system. Maximum use and benefits of the
new system by the BLM, by members of the public and other agencies are
accrued. The BLM should use electronic records systems where such systems
could maximize the usefulness of information, reduce burden on the public,
increase efficiency of BLM programs, reduce costs to the BLM and the public,
and/or provide better service to the public. Electronic data collection shall
be managed in accordance with BLM Manual Section 1283, Data Administration and
BLM Handbook H-1270-1, Electronic Records Administration. Conditions
favorable to electronic data collection include:

1. The data collections seek a large volume of data and/or reaches a
large proportion of users.

2. The data collection recurs frequently.

3. The structure, format, and/or definition of the data does not
change significantly over several years.
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4. The office collecting the data routinely converts information to
electronic format.

5. A substantial number of the affected public are known to have
ready access to the necessary information technology and to maintain the
information in electronic form.

6. Conversion to electronic reporting, if mandatory, will not impose
substantial costs to other adverse effects on the public, especially State and
local governments and small business entities.

C. Enhanced Historical Value of Electronic Records. Information
contained in an electronic record system may be designated by NARA as being

more valuable than a manual system it replaces or supplements. Frequently,
manual records may not be designated for permanent historical retention
because potential research information may be too time consuming to obtain
manually. Electronic records, however, provide greater opportunities for
regsearch due to its capability to be manipulated and shared widely with other
users. In the event that an electronic system is used to replace a manual

" system, the retention period of the existing system may be reduced from
permanent or long term retention to temporary or shorter term retention. 1In
any case, the need to continue creating an existing system must be evaluated
in relation to the proposed system.

D. Information Collection (IC). An information collection from the
public requires following policy and guidelines prescribed in 381 DM,
Information Collection Handboock. It must be reviewed by the Bureau Records
Officer and approved by the Office of Management and Budget (OMB) before it
can be used. These collections follow a review process to ensure that the IC
package is complete and in conformance with OMB standards. They are alsc
analyzed to identify the establishment of a new record or change to an
existing record system. If it is a new requirement, then it will probably
result in the creation of a new record. The Washington Office Program Manager
should consult with the Bureau Records Officer before establishing information
collections.

E. Reporting Requirements. Most BLM reports are mandated by law,
regulation or oversight agency directive. These reports constitute a record
generally belonging to an existing records series. However, many reports may
constitute a unique record such as the Public Land Statistics in the form of a
publication. Managers having jurisdiction for the report must consider the
value of the information to determine how long it should be retained by BLM
and whether a summary report may reduce the retention of the records from
which the data was collected to produce the report. This analysis should
dictate the maintenance and preservation requirements of the report. Program
Managers shall conduct an information needs analysis and review the reporting
requirements against existing information systems and the reports inventory
prior to establishing a new report (refer to BLM Manual Section 1222, Reports
Management).
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F. Data Sharing and Exchange. The BLM should seek opportunities for
sharing and exchanging data with other entities. This is a natural step in
the process of conducting a user requirements analysis. A complete analysis
can prevent the development of a new recordkeeping system which may already be
available for use by other agencies. Information received from other entities
will constitute a BLM record which must be identified and scheduled with the
NARA if it is used for agency decisionmaking. The BLM may need the record
system or the data for a longer period of time than the original creators.
Therefore, the BLM would need to initiate procedures to ensure that an
agreement is maintained and that the data is scheduled with the NARA to
demonstrate uses and requirements for the information.

.22 Information Needs Analysis. Following the guidelines of BLM AIM
Project Management, BLM Manual Section 1263, a user requirements analysis
supported with a Statement of Need should be conducted prior to creating a new
records system or disposing of an existing system. Consistent coordination
throughout the life cycle of the information system will prevent duplication
of effort; provide standards for ensuring validity and reliability of
information made and received in BLM; identify internal and external access
requirements; identify retention and disposition requirements for ensuring
protection of the BLM's and public's legal rights and interests; and identify
existing sources of information.

A. Information Management Planning. Records creators and system
developers shall plan in an integrated manner with record users for managing
information throughout its life cycle.

1. Consider at each stage of the information life cycle, the effects
of decisions and actions on other stages of the life cycle, particularly those
concerning information dissemination.

2. Consider the effects of their actions on members of the public
and ensure consultation with the public as appropriate.

3. Consider the effects of their actions on State and local
governments and ensure consultation with those governments as appropriate.

4. Seek to satisfy new information needs through intra-agency or
intra-governmental sharing of information, or through commercial sources,
where appropriate, before creating or collecting new information.

5. Integrate planning for information systems with plans for
resource allocation and use, including budgeting, acquisition, and use of
information technology.

6. Develop guidance and training in managing information.
7. Protect information commensurate with the risk and magnitude of

harm that could result from the loss, misuse, or unauthorized access to or
modification of such information.
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8. Use BLM data element dictionary standards and Pederal Information
Process Standards (FIPS) where appropriate or required (see BLM Manual Section
1283, Data Administration).

9. Consider the effects of actions on the privacy rights of
individuals, and ensure that appropriate legal and technical safeguards are
implemented.

10. Record, preserve, and make accessible sufficient information to
ensure the management and accountability of agency programs, and to protect
the legal and financial rights of BLM.

11. Incorporate records management and archival functions into the
design, development, and implementation of information systems.

12. Provide for public acceas to records where required or
appropriate.

B. Electronic Data Collection. BLM will use electronic collection
techniques where such techniques reduce burden on the public, increase
efficiency of BLM programs, reduce costs to BLM and the public, and/or provide
better service to the public. Records creators should consider technology and
anticipate potential changes in information requirements which could lead to
conversion from a manual system of records to an electronic record system. An
Official Agency Record Designation Document (OARDD) in accordance with BLM
Handbock H=-1270-1, Electronic Records Administration, is required for all
electronic record systems to ensure: trustworthiness of the records system
and integrity of the information; appropriate life cycle management of the
existing and new records systems; and maximum use and benefits of the new
system by BLM, by members of the public, and by other agencies. When a record
is modified or converted, the retention period may change. This will depend
upon the value of the new system. Frequently, an electronic record system may
have more value than the existing manual system because the data is of greater
use due to its capability to be manipulated. The retention and disposition
requirements of the existing system must be evaluated in relation to the
proposed system. (Refer to .4 of this manual section for additional
information on records disposition.)

C. Data Standards. During creation, the creator must ensure that
established standards for recording and filing the information are documented
and issued in a BLM directive. (See BLM Manual Section 1283, Data
Administration, for policy and guidance on data standards.) These standards
should be used regardless of the media or format in which the information is
being recorded.
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.23 Designating Record Status of Information. All employees receiving and
creating information are responsible for ensuring the appropriate designation

of records status. Determining whether a particular document is a record does
not depend on whether it is an original or a copy or on what media or in what
format it resides. More and more employees are creating and receiving
information electronically. The rapid pace in technology development
increasingly creates a more appealing method for streamlining operations and
for accessing and transmitting information. Members of the public are making
more requests for Government information. Agencies are collaborating on data
sharing and exchange agreements and creating direct access to electronic
records.

A. Creation. If the information is created or received by a BLM
employee on BLM time, with BLM materials, and at BLM expense, then the
information is a BLM record.

B. Content. If the information contains only information about the
employee's personal matters, and not substantive information about BLM
business, then it is unlikely to be a BLM record.

C. Purpose. If the information is required by statute or regulation or
new program requirements and/or it is created to facilitate BLM business, it
is a record. If it was created solely for the employee's personal
convenience, it is a nonrecord but still subject to disclosure under the FOIA.

D. Distribution. If the information will be distributed to other
employees for an official purpose, it is a BLM record.

E. Use. Materials brought into the BLM office for reference use do not
become BLM records merely because they relate to official matters or influence
the employee's work. However, it the employee relies on such materials to
conduct BLM business or if other employees use them for BLM purposes, then the
materials are considered BLM records.

F. Maintenance. 1If the information was placed in BLM files, and not
kept in the employee's possession, it is likely to be considered a BLM record.

G. Dispogition. If a NARA-approved records schedule governs the
information's disposition, the information is a record.

H. Control. If the BLM attempted to exercise "institutional control”
over the information through applicable maintenance or disposition directives
or by requiring the information to be created in the first place, it is a BLM
record.

I. Segregation. If substantive BLM information in a file can be
segregated from any personal information, it should be extracted and placed in
BLM files.
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.24 Appraising Record Value. The value of the information to the BLM,
other entities and the NARA should determine the ultimate disposition of the
record. Federal agency record values fall into the following three
categories: administrative, fiscal, and legal as described below. (See .4 of
this manual section for information on disposition of records.)

A. DAdministrative Value. Records have administrative value when they
are necessary to conduct the agency's current business. The duration of this
value may be long or short. Some records, such as program directives, have
long-term administrative value. Others, such as messenger service files, have
short-term administrative value.

B. Fiscal Value. Records have fiscal value when they document the
agency's financial transactions and obligations. They include budget records,
which show how expenditures were planned; voucher or expenditure records,
which indicate the purposes for which funds were spent; and accounting
records, which classify and summarize agency expenditures. The OMB, the
General Accounting Office, the Treasury Department, and the General Services
Administration prescribe the form and content of many fiscal records.

C. Legal Value. Records have legal value when they contain information
that may be used to support rights based on the provisions of statute or
requlation. These provisions may be general, such as the statute of
limjitations on claims, or specific, such as those providing benefits to
retirees. Some legal values relate to records the law requires the Government
to create and maintain in the course of its operations. Others are intended
to protect the rights of individuals and organizations.
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.3 Maintenance and Use includes storage, preservation, retrieval, and use of
information by the BLM, other government agencies, educational institutes, and
members of the public. Use of BLM information should be developed in
collaboration with internal users and potential users outside the BLM to
include other government agencies, educational institutes, and members of the
public. OMB Circular A-130, Management of Federal Information Resources,
encourages federal agencies to use new technologies to maximize the usefulness
of government information. Availability of government information in diverse
media, including electronic formats, permits the BLM, other agencies, and the
pubic greater flexibility in using the information. Standards for securing
and preserving information can be found in NARA regulations and guidelines,
Federal Information Processing Standards (FIPS), and vendor products.

.31 Access and Retrieval. Managers shall ensure that recordkeeping
systems for information within their jurisdiction provide a method for all
authorized users of the system to retrieve a desired record. Access
requirements should be based upon the most economical and efficient method
from which to search and retrieve information. Managers must follow external
access requirements prescribed in BLM Manual Section 1278, External Access to
BLM Information, and OMB Circular A-130, Management of Federal Information
Resources. OMB Circular A-130 encourages federal agencies to use new
technologies to make government information available to the public in a
timely and equitable manner.

A. Subiject Codes/Indexing. Records shall be indexed in a manner which
allows the ready retrieval of their informational contents and which promotes
the application of authorized disposal requirements. Subject codes shall be
assigned and annotated on all records (refer to Appendix 3, Subject Code
Index). All 43 CFR titles and subject codes have been listed in this index,
including those that are "reserved." In cases where a BLM Manual Section
exists, the manual title is listed. An asterisk (*) following the title
indicates no BLM Manual Section exists. Other records classifications used to
retrieve the information shall be assigned and annotated consistent with user
needs. Other key elements useful in indexing records include: serial case
file numbers, patent numbers, originating office codes, addressees, purchase
order numbers, and contract numbers. The complexity of the indexing system
should be a function of the volume of records, diversity of the records, how
long the records must be retained, and how familiar the persons retrieving the
records are with the records. The type of index used will also depend on the
characteristics of the particular records, the user requirements, the number
of ugers, and its extent of use in BLM.
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l. Asgssigning File Classification Code(s). All records that need to

be retained either electronically or in hard copy shall be assigned a filing
code applicable to the appropriate recordkeeping system and record series.
Most BLM records are filed in established recordkeeping systems such as :
contract files, serialized case files, personnel files, general subject files,
and Bureauwide or local electronic filing structures. Assignment of the
appropriate file classification code(s) is based upon the type and value of
information, its purpose and use, and the ultimate disposition of the file in
which it is placed. For example, a subject code may be assigned to records
filed in a general subject file. Whereas, if the record also relates to a
serialized case file, an official personnel file (OPF), or a contract file,
the originator and recipient may assign a subject code, an OPF code, and a
Serial or Contract Number to the record.

2. Determining Filing Requirements. The originator, recipient and

records custodian are responsible for determining and identifying the
recordkeeping system in which to file the record. The file classification
code should be used to determine the appropriate record series. The nature of
the information in the record and the individual or office needs may require
it to be maintained in more than one record series file, or perhaps, on more
than one media. Determining which record series and which media will depend
upon the following criteria:

a. the needs of the originator, the recipient and other users;
b. the value and sensitivity of the information;
c. retrieval and user needs; and
d. the disposition authority of the record.
.32 Media. Managers shall ensure that information is not lost because of
changing technology, deterioration, or from converting storage media. NARA

will not accept electronic records except as prescribed in 36 CFR 1220.

A. Selection and Conversion Factors. The following factors shall be
considered before selecting a storage medium or converting from one medium to
another:

1. The authorized life of the records as determined during the
scheduling process.

2. The maintenance necessary to retain the records.
3. The cost of storing, accessing and retrieving the records.
4. The density of the records.

S. The access time to retrieve stored records.
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6. The portability of the medium and the capability to transfer
information from one medium to another (such as from microform to optical disk
or paper to magnetic tape).

7. Whether the medium meets current applicable Federal Information
Processing Standards.

8. The likelihood that the authorized disposition of new systems can
be implemented after conversion.

9. Effect of new system on existing records disposition authorities.

B. Types of Media. Records Administrators should consult the local
NARA Archives Preservation office when conducting a cost benefit analysis
prior to selecting the media for permanent or other long term retention
records.

1. Paper. Many agents can cause paper to deteriorate. These
include acid, light, heat, humidity, air pollutants, dust, fungus, insects,
vermin and hard or prolonged usage. Acidity is the primary cause of
deterioration.

2. Ink. Although ink is the primary source of inscription, the
toner used in printers and copiers are rapidly becoming as prevalent as ink.
Ink comes in two varieties: printing ink and writing ink; the durability of
which is influenced by method of inscription, stacking, and use.

3. Microform. Use of microfilm reduces storage. BLM will use
microfilm to store permanent records. Microfilm systems can be automated with
indexing to speed the search and retrieval time to obtain the record. BLM
will use microfilm until it fully migrates to optical disc storage and
retrieval.

4. Optical Disc. Anything that can be stored on optical disc can be
stored in magnetic memory. The major differences are that with optical media
more information can be stored in a smaller space, the information is not as
easy to destroy, and the costs are much lower. Most makers of optical disc
guarantee data retention for 10 years. Special handling and storage is not
required. There are no federal standards for using optical discs as a media
for acceptable records storage and retrieval. Retention planning for media
stored on optical disc will include retaining not only the discs but also the
software, operating systems, and equipment required tc read the disc.
Consequently, with the exception of analog and digital audio compact discs,
records on optical disc cannct now be transferred to the NARA. When NARA
accepts optical discs, BLM will apply this media.

5. Magnetic Tape. Magentic tape is the primary electronic storage
media that the NARA will accept for transferring custody of the permanent
electronic records. It is a fragile medium, highly susceptible to the
generation of error by improper care and handling.
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6. Hard Discs. Hard discs are high-capacity file storage and
retriaeval mediums for computers. Hard disks are similar to floppy disks in
function and should not be used to store permanent records indefinitely.

7. Analog Videodiscs. Analog videodiscs that typically contain
photographs are one type of optical disk that can be transferred to the NARA,
provided that they do not require any interactive software on nonstandardized
equipment. Original photographs appraised as permanent and copied onto a
videodisc must be scheduled for transfer along with a copy of the videcodisc.

8. Compact Discg. Compact discs used for digital audio playback can
be transferred to the NARA because they use a standard player and require no
special software.

9. Floppy Discs. Floppy discs cannot be transferred to the NARA.
Users need to avoid the use of floppy discs for the exclusive long-term
storage of permanent or unscheduled electronic records. This medium should be
used only for storing temporary records, backups, and duplicate or reference
copies of information recorded on a hard drive.

.33 Files Management. Planning the proper location of files collections
is the first step in effective files management. The network system of
filing, or official file station concept, is based primarily on decentralized
records locations with centralized control. A file station may be a large,
central location shared by several offices or it may be a small, local station
or computer server, with only one or two file cabinets or PC's, serving a
single unit. Records with the same disposition should be filed together to
promote ease of access and archiving.

A. Basic Types (Groupg) of Files. The files collection will normally

consist of more than one basic type of file. The first step in planning and
arranging a file collection is identifying and separating these various types.
A file group consists of a collection of file materials which have similar
characteristics and which should be kept apart from other groups of records in
the office. '

B. Centralization Versug Decentralization of Files.

1. Centralized Files. Centralized files are designed to keep as
many records as possible in small, usable collections where they are more
easily managed and accessible. Centralizing records usually results in
duplicating recordkeeping and is, therefore, limited to specific records
series which require central documentation. Consider locating records in a
centralized file or electronic network system when:

a. records are of functional interest or reference value to
several offices.

: b. security of proprietary/confidential/privacy material requires
specialized equipment, which may be limited.
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€. records are brought together to ensure that related activities
are adequately documented.

2. Decentralized Files. Consider locating records in a
decentralized file or restricting access on an electronic network system when:

a. records are of interest to only one work unit.
b. centralized filing is too distant from users.
¢. information must be immediately available to the user.

d. constant reference is made to the records by a particular
unit.

e. technical support and control of the records is required.

C. Maintaining a Central Files. If the decision is made to maintain a
central files unit or centralized general correspondence files, the following
guidelines should be followed:

1. Records should be arranged and filed according to their general
informational, or subject, content.

2. Mainly letters and memorandums will be maintained in the central
files unit. However, forms, reports, memorandum of understanding, and other
material, all relating to program and administrative functions may be
included.

3. Information pertaining to specific case fxles should not be
included in the central files unit.

4. General correspondence files will be maintained in subject code
order by fiscal year. Subject codes are codes assigned to each subject area
within BLM responsibility which serves as an index to assist users in locating
information. BLM uses codes 1000-9000. Subject codes 1600-9000 are linked to
Title 43 of the Code of Federal Regulations. Each subject code is used to
link correspondence, forms, training courses, manual sections, handbooks,
instruction memorandums, information bulletins, reports, etc., pertaining to a
certain subject. See Appendix 3, Subject Code Index.

5. Forms 1271-1, 1271-la, 1271-1b (Illustration 1), 1271-c, and
1271-1d4, Official File Covers, are file covers which may be used to organize
central files records. The content of these forms is identical. These forms
are color-coded to represent a particular fiscal year. Illustration 2 is a
list of the fiscal years they represent.
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6. Form 1271-1lc, Official File Cover, is a pink file folder which
may be used to identify long term records such as those with permanent
retention or unscheduled records. Some examples of records filed in these
file folders are:

a. Local Memorandums of Understanding.g
b. Organization and boundary files.

¢. Unscheduled records.

d. Perpetual maintenance files.

e. Local news releases.

7. Central files records will be disposed of according to the
appropriate disposition authorities. (See Appendix 2, Combined GRS/BLM
Records Schedules.) Some examples of these files are:

a. Memorandums of Understanding masteras ~ PERMANENT (16/22a)
b. Request for Vehicle at Employee Residence - TEMPORARY (10/2a)
€. Government Bills of Lading - TEMPORARY (9/lc or 6/1b)

d. Local management team agenda and minutes - TEMPORARY
(16/8b(1))

+34 Use of Information. The Federal laws and requlations determine what
records a federal agency will create, how the BLM uses its records to
accomplish its mission to manage the Public Lands, conduct administrative
business for internal operations, and provide information to the public. The
BLM records are used internally for documenting and referencing administrative
operations of BLM programs to include personnel training and staffing,
organizational management, information resources management, and so forth.
They may be used during administrative proceedings for a land use decision, or
they may be needed for a land appeal decision.

A. Use in the BLM. Program Managers are responsible for providing
guidance on what information is to be used, when and by whom in the
decisionmaking process and to perform BLM activities. This guidance should
also include the access and security requirements for using the information.
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B. Use by other Federal and Local Agencies and the Public. The BLM has

a responsibility to make publicly available, disseminate and provide
information to the public consistent with its mission and statutory
requirements. As defined by OMB Circular A-130, dissemination means the
government initiated distribution of information to the public. Not
considered dissemination within this meaning is distribution limited to
government employees or agency contractors or grantees, intra~ or inter-agency
use or sharing of government information, and responses to requests for agency
records under the FOIA or Privacy Act. BLM electronic records not designated
as official agency records require an accompanying disclaimer as prescribed in
BLM Manual Section 1278, External Access to BLM Information. Information
Dissemination Products as defined in .1lF of this manual section should be
published in the Government Information Locator Service (GILS). Employees
should seek sources of informaticn in collaboration with other agencies.

C. Loan of Permanent and Unscheduled Records. Loans of permanent and
unscheduled records outside the Bureau must be approved, accurately
documented, and effectively controlled to ensure that the records are
protected while on loan and that they are returned within the agreed-upon
timeframe. The Records Administrator should establish a tracking system for
loans of any Bureau records.

1. Loans to Non-Federal Recipients. The loan of permanent and
unscheduled records to non-Federal entities must be approved in writing by

NARA. The request to loan records shall be coordinated by the Records
Administrator having jurisdiction for the records with personnel creating,
maintaining, or using the records to be loaned. Upon obtaining necessary
reviews and approval signatures, the Records Administrator shall submit the
letter of request to the NARA with information required in 36 CFR 1228.70. 1If
the request is approved, the NARA will notify the requesting Records
Administrator. Implementation of this locan shall be documented in a local
Instruction Memorandum; a copy of which must be filed or noted in the
disposition case file.

2. Loans to Federal Recipients. The temporary loan of permanent
and/or unscheduled records to another Federal agency does not require NARA
approval. However, emplcocyees who make such loans must first obtain approval
from the Records Administrator having jurisdiction over the records and ensure
that the loaned records will be properly handled and stored and that
appropriate access restrictions are enforced.
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D. e Congiderations for Electroni Records. The life cycle
management requirements of information created and received in Email are no
different than for records received and transmitted via traditional postal
services, courier services, facsimile machines, and importing and exporting
from electronic records systems. The originator and recipient must consider
the value of the information for determining the ultimate disposition of the
record. Drafts, working copies, and transitory records transmitted and
received should be treated as reference material, filed if needed for future
use, and destroyed when no longer needed. Electronic and hard copies
designated as BLM's record copy shall be disposed of only in accordance with
an approved disposition authority of the recordkeeping system and record.
series in which it is maintained. However, uses encouraged for the use of an
Email system include:

1. Transmitting and receiving advance transmissions of information
awaiting issuance through the formal correspondence or directives process.

2. 1Issuing and receiving data calls identified on the BLM Recurring
Reports Inventory or other reminders contained in a current directive.

3. Importing and exporting working documents in to an electronic
record system such as a data base file or word processing file.

4. Communicating with working groups or peers for such activity as
sharing ideas, providing information, or making recommendations and decisions.

S. Maintaining background and working information for future
reference and decisionmaking.

6. Receiving information by a centralized contact, liaison, or
manager for review and transfer to another individual for action or
information.

7. Producing transitory records to transmit, receive, and respond to
routine inquiries and requests for information, publications, supplies;
schedule and confirm meetings; and other such records not documenting
administrative, fiscal, or evidential information of long~term value.

.35 BLM Records Access Categories. The FOIA, the Privacy Act, and other
statutes require all Federal agencies to make certain information available
for public inspection, and other information exempt from disclosure to the
public. Therefore, it is the policy of BLM to make records available to the
public to the greatest extent possible, in keeping with the spirit of the
FOIA, while at the same time protecting sensitive information. Based on these
statutes, as they are created, all BLM records and information will be
reviewed and segregated into one of the following three records access
categories. See BLM Manual Section 1278, External Access to BLM Information,
for current BLM records category listings and information on categorizing new
records.
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A. BLM Public Records - Category 1. Public records (traditionally

available/unlimited access records) are those BLM records for which the
entities outside of BLM have the right to view/inspect without charge.
Records in this category are not required to be physically maintained in BLM
information access center/area; however, they must be available (brought to
the information access center/area) to view/inspect upon request.

B. Discretiona Records — Catego (Electronic Records and Outputs
and State-specific information determined releasable to the public). The
records placed in this category are records which BLM has chosen to make
available to the public at a cost (as opposed to the free for view records in
Category 1). Fees shall be determined in accordance with fee guidelines set
forth in BLM Manual Section 1270-2 and BLM Handbook H-1270-2, Cost Recovery.

C. Nonpublic Records - Category 3 (Limited Access Records). These
records include all records not designated as publicly available in either
Category 1 or 2.

.36 Information Dissemination Product (IDP) as defined in OMB Circular
A-130 is:

" _..any book, paper, map, machine-readable material, audiovisual
production, or other documentary material, regardless of physical form
or characteristic, disseminated by an agency to the public..."

BLM is required to make publicly available, disseminate, and provide
information to the public consistent with its mission and statutory
requirements ensuring that:

A. Information is disseminated in a manner that achieves the best
balance between the goals of maximizing the usefulness of the information and
minimizing the cost to BLM and the public.

B. IDPs are disseminated on equitable and timely terms.

C. BLM takes advantage of all dissemination channels, federal and
nonfederal, including State and local governments, libraries and private
sector entities, in discharging BLM's information dissemination
responsibilities.

D. BLM's Information Locator System (ILS) developed in connection with
the Government Information Locator System (GILS) provides the inventory of
BILM's IDPs. The BLM ILS was established and maintained to assist the public
in locating government information (Refer to OMB Circular A-130).

.37 Records Inventory. Each BLM office is required to maintain a complete
records inventory identifying records and nonrecord materials in all media (36
CFR 1228.22). Inventories should be updated annually.
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A. Uses of a Records Inventory. The records inventory can be used as a
management tool to reduce search time in locating records either for use by
BLM or in response to public requests. Search time is added to cost recovery
rates for retrieving information for the public under the FOIA or through BLM
information access centers/areas where records are provided. The records
inventory is the first step in scheduling records for disposition. Creation
of a disposition schedule requires identifying existing records, appraising
the records for retention, securing necessary clearances and approvals for
disposition, and disseminating the schedules for mandatory use. Conducting
the records inventory can detect such problems as:

1. Unscheduled records;

2. Inadequate maintenance and location of information;

3. Unnecessary duplication of information;

4. Manual records that should be automated;

5. Retention of records past their disposal or transfer date}

6. Records that were not created even though BLM is required to
create them;

7. Records that should not have been created or maintained;
8. Inappropriate retention, poor records security practices;
9. Insufficient identification of vital records; and

10. Inadequate documentation of official actions.

B. Mandatory Elements of a Records Inventory. The following individual
elements must be included in the inventory:

1. Location of the series should precisely identify the Building and
Room Number; e.g. WO-800, MIB, Rm 5617. This information, in relation to
other data elements, can help in analyzing whether the location is in close
proximity to frequent users, whether duplicates should also be maintained in
other locations, and whether centralized or decentralized filing such as a
Local Area Network (LAN), Central Files unit, PC, or individual employee's
office would be more effective and efficient in accessing and retrieving the
information.

2. Creating office is frequently the Office of Record and the point
of contact for requesting copies of records.

3. Series Description as it would be stated in the records
disposition schedules.

4. Records Disposition Schedule Number and Ttem Number.
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S. Cutoff Date to be used to plan and ensure proper records
dispositicn.

6. Inclusive Dates for each series. The earliest and latest dates
of the records in each series are important aspects of the description. It
would identify those records over 30 years old for which the NARA has legal
authority to obtain custody and for which BLM has the requirement to report as
they are identified.

7. Medium should be identified to assist in analyzing
appropriateness of medium, and duplication of recordkeeping systems.

8. Arrangement or filing scheme of the series such as subject code,
case number, and contract number.

9. Custodian of the records. Use the title of the individual in
charge of agency files.

10. Access and use restrictions for security and protection of
sensitive, proprietary, and confidential records; e.g. FOIA, Privacy Act,
Information Dissemination Product (IDP), Public vs Nonpublic, Confidential and
Proprietary information. This element should include the category code or
number as required by BLM Manual Section 1278, External Access to BLM
Information.

11. Yital Records information is important to alert employees that
certain records vital to the mission of BLM require specific disaster recovery
planning. This element would also identify whether a duplicate exists and the
remote site of the duplicate. See BLM Manual Section 1273, Vital Records, for
more information.

12. Records Status would identify whether the record is a duplicate,
reference copy, finding aid, etc.

. C. Maintaining the Records Inventory. The Records Managers are
responsible for ensuring that records inventories are complete, accurate and

up-to-date and that newly identified records are scheduled with the NARA. All
employees having records, regardless of media, should participate in
conducting the inventory using the previous year's inventory as a baseline.
Each office shall maintain an official copy of their records inventory (e.g.,
the State Office shall maintain an cfficial copy of the State Office records
inventory). Copies of records inventories should be maintained in a central
location for use by all employees.

.38 Submitting Records into Evidence. Records serve as the primary form
of evidence in many court cases, but records have not always been admissible
as evidence. Traditionally, courts excluded records from evidence because
they regarded live testimony as the most trustworthy and dependable kind of
evidence. Records were excluded because courts considered such documentary
evidence hearsay. Present day courts will admit documentary evidence as long
as such evidence qualifies for admission.
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A. Federal Rules of Evidence. The law of evidence is a system of rules
and standards by which the admission of proof at a trial is regulated. The
Federal Rules of Evidence (Fed.R.Evid.) is a compilation of well established
principles of evidence law. These rules provide the basis for admitting all
types of documentary evidence, including electronic records in evidence (Title
28, U.S.C. Appendix - Rules of Evidence).

B. TIrustworthiness of Records. The following circumstances associated
with records creation, maintenance and use, and disposition will enhance the
trustworthiness of BLM records:

1.  Records are prepared in the regular course of business.

2. Records have an independent business purpose, but are prepared in
the regular course of business to meet legitimate business needs.

3. Records are required by law.

4. Records are prepared with no motive to misrepresent or change
them and are only prepared to meet legitimate business needs rather than
protect an individual and indicate no motive to prepare fraudulent records.

5. Records are prepared before litigation is foreseen.

6. Records are prepared by an independent third party on behalf of
others.

7. Live testimony corroborates the information contained in the
records.

8. Records containing factual information rather than opinions such
as accounting and financial records represent factual information, internal
memos or general correspondence often contain opinions and self-serving
information.

9. Records are prepared by an experienced person.
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C. Submitting Originals Versus Duplicates. Original records have

traditionally been considered more reliable than duplicates because duplicates
were first made by copying the original by hand. Today, microfilm, electronic
imaging systems, and office copiers reproduce images very reliably. A
duplicate copy, however, can still be modified from the original. BLM may in
certain circumstances use reproductions or duplicates of original records as
evidence in judicial and administrative proceedings. Reproductions or
duplicates include formats produced with microfilm, electronic imaging
technology, digitized records, scanned images, optical disk, and traditional
photocopying. Criteria for determining whether a reproduction may be admitted
should not present a problem if recordkeeping requirements for reproducing
original records are documented in BLM program directives and the Official
Agency Records Designation Documentation (BLM Handbook H-1270-1, Electronic
Records Administration).

D. Digcovery and Subpoenas of Records. Once a legal action has been

initiated within the statute of limitations, either party, under the rules of
discovery has the opportunity to uncover relevant information in the
possession of the other party. Discovery includes the right to inspect
documents, perform tests, conduct depositions of witnesses, and obtain
responses to written interrogatories or questions (Rule 34 of the Federal
Rules of Civil Procedure, Production of Documents and Things and Entry Upon
Land for Inspection and Other Purposes” (28 U.S.C. Appendix - Rules of Civil
Procedure)).

1. Failure to Produce Records Required by Disgscovery. If an

organization fails to produce documents under a discovery order, the court can
subject it to criminal penalties for obstruction of justice or contempt of
court, or to an adverse inference which is often harmful in litigation.
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2. Records Schedule Protection. The failure to produce documents in
response to a court order can be supported through the introduction of
evidence indicating that the records had been destroyed in compliance with
NARA approved records schedule, prior to litigation. This evidence will need
to include testimony regarding the authorized records disposition program,
documentation regarding procedures and approved records schedules, and
documentation showing a systematic destruction of records over a period of
time. Prompt attention to maintaining the records disposition schedule and
documentation will prevent unnecessary search time and retrieval time.
However, destroying the records prior to their authorized destruction date or
when litigation is pending can result in fines and penalties outlined in 18
U.S.C. 2071. To protect BLM interests and the legal rights and interests of
the public, BLM must be sure that documentation of business activities are
described as recordkeeping requirements in their program manuals. Most of BLM
records related to accomplishing the mission of land management are legal
rights and interests records. These records must be identified as such in BLM
Records Schedules. Examples of records with legal value include formal
decisions and legal opinions; documents containing evidence of actions in
particular cases such as claims papers and legal dockets; and documents
involving legal agreements, such as leases, titles, and contracts. They also
include records relating to criminal investigations, worker's compensation,
exposure to hazardous material, and the issuance of licenses and permits.

3. Authorization to Destroy Records Prior to the End of the Statute
of Limitations. A statute of limitations only impacts the period of time

during which a legal action may be brought. Records can be destroyed prior to
a Statute of Limitation ending periocd if:

a. they are authorized to be disposed of in accordance with an
approved BLM Records Schedule;

b. a specific statute or regulation does not prohibit it; and

c¢. if there is not an internal BLM directive suspending their
disposition authority.

.39 safequarding Information. All employees must assume responsibility
for the accuracy, integrity, and security of the information they create,
maintain, or use. All reasonable steps shall be taken to preserve the
integrity throughout the life cycle of the information. Access to records
should be physically limited to authorized users. Sensitive information such
as proprietary, confidential, or Privacy Act information must be protected
from disclosure. (See BLM Manual Section 1278, External Access to BLM
Information.) The recordkeeping system design must include adequate
safeguards to protect against age or storage equipment obsolescence,
unauthorized access, unauthorized disclosure, and contamination. Refer to BLM
Handbooks H-1273-1, Disaster Recovery Plan for Paper and Film Records;
H-1264-1, Automated Information Systems Security; and BLM Manual Section 1273,
Vital Records.
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.4 Records Disposition consists of records destruction, transferring records
for temporary storage, transferring records for permanent preservation,
donating temporary records, and selling or salvaging the records for re-use of
the media. There are two organizations within NARA that are responsible for
the care of records transferred to them by federal agencies: 1) the National
Archives (Archives) and 2) the Federal Records Centers (FRC). Each
organization's facilities maintain all types of federal records including
paper, motion pictures, microform, still pictures, mape and drawings, and
electronic records. A list of the records centers can be found in 36 CFR
1228.150.

.41 Role of the National Archives and Records Administration (NARA). The

NARA was established in 1934 to assist federal agencies in ensuring adequate
and proper documentation of the policies and transactions of the Federal
Government. NARA is responsible for records appraisal, for regulating and
approving the disposition of federal records (SF-115, Request for Records
Disposition Authority), for operating the Archives, providing program
assistance and Federal Records Center (FRC) storage, and serving as the final
custodian of permanent records. '

A. The Federal Records Centers (FRC) have the responsibility to provide
temporary storage for records scheduled by federal agencies for disposition

through destruction or permanent preservation by the NARA. The FRCs provide
temporary storage and reference service for records that are needed
infrequently by the creating agency, but are not yet eligible for destruction
or transfer to the National Archives for permanent preservation. Agencies
prepare an SF-135, Records Transmittal and Receipt (Illustration 6) and a
shelf list (Illustration 8) when they are ready to transfer records to a FRC.
Records stored in a FRC remain in the legal custody of the creating agency.
The FRC shall notify agencies of pending records destruction for temporary
records within their physical custody (Illustration 9, Notice of Intent to
Destroy). They will also generate a request for transfer of legal custody to
NARA for permanent records (Illustration 10, SF-258). Agency records which
are accessioned by the FRC are still within the legal custody of BLM and,
therefore, subject to public disclosurae under the FOIA. The FRC will not
disclose the record except to the agency which maintains the record, or under
rules established by BLM (36 CFR 1228.162).

B. The National Archives stores the Federal Government's permanent
records which are also known as the National Archives of the United States.
The Archivist is also responsible for approving BLM's Request for Records
Disposition Authority (SF-115)(Illustration 3 and 4). The National Archives
are located throughout the United States for facilitating transfer and storage
of records. When transferring permanent records to the National Archives,
agencies also transfer legal custody of the records. The National Archives
takes conservation measures needed to preserve the records and also provides
reference service, including service to the creating agency. Field Office
records are transferred to the nearest regional archives as identified in 36
CFR 1220. The transfers shall only be made with an approved SF-258. Once
custody of records is transferred to Naticnal Archives, the only document that
may be added is a cross-reference document (see .46 of this manual section and
Illustration 11).
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.42 Records Schedules. An approved records schedule is the only legal
authority for disposing of BLM records. There are two types of records
schedules - the General Records Schedules and agency (BLM) records schedules.

A. General Records Schedules {(GRS). The GRS are issued by the
Archivist of the United States to provide legal authorization for the disposal

of temporary records common to several or all agencies of the Federal
Government. The GRS cover temporary recocrds relating to civilian perscnnel,
fiscal accounting, procurement, communications, printing, and other common
functions; and certain nontextual records. These records comprise an
estimated one-third of the total volume of records created by federal
agencies. In 1978, use of the GRS was made legally mandatory. The disposal
authorizations must be used by a federal agency to the greatest extent
possible. Because these schedules are designed to cover records common to
several or most agencies, the records descriptions in the GRS are general.
Disposition requirements are mandatory and must be applied except when BLM has
received NARA approval for a different retention period.

B. BLM Records Schedules. The NARA's regulations, 36 CFR 1228, require
each agency to develop a comprehensive records schedule within 2 years of the
agency's establishment and to schedule the records of a new program within 1
year of its implementation. The GRS does not cover all records of BLM. They
must be supplemented by BLM records schedules for unique program records,
permanent agency records, and other records not described in the GRS. The BLM
records schedules have been combined with the GRS in the combined GRS/BLM
records schedules (Appendix 2).

C. Combined GRS and BLM Records Schedules. This document shall combine
disposition authorities from the GRS and the BLM schedules. It shall describe
the record series, security and access requirements, Privacy Act Systems
Notices, the office of record, whether the record is vital or a legal rights
and interest record, the retention and cutoff period, whether it is a
temporary record scheduled for destruction or permanent for transferring to
the legal custody of and continued preservation by the NARA. The WO Records
Administrator is responsible for revising, coordinating its revisions with
NARA and bureauwide, maintaining, and distributing this document. The
combined schedules are Appendix 2 to this manual section. The combined
schedules include two indexes: alphabetical subject index and commonly used
forms index.

1. Compogition of GRS/BLM Combined Schedules.

a. Schedules. GRS/BLM Combined Schedules are arranged
numerically 1 through 30. Each numbered schedule defines a group of records
that relate to a particular subject, function, or some other common
relationship (i.e., Schedule 1 describes personnel records; Schedule 10
describes motor vehicle records; Schedule 30 describes system records
agssociated with ALMRS).

(1) Introductory Page. The introductory page of each schedule
provides an overview of the records covered by the schedule and describes any
additional NARA requirements.
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b. Column 1 = Item Number. Each of the 30 schedules are
subdivided into items with alpha-numeric designations for each records series
description.

¢. Column 2 - Record Series Description. A record series is a
collection of records that have a well-defined internal relationship. A

series consists of file units or documents arranged according to a filing
system or kept together because they relate to a particular subject or
function, result from the same activity, document a specific kind of action,
take a particular physical form, or because of some other relationship arising
out of their creation, receipt, or use. Series are generally handled as a
unit for disposition purposes. Each record within a series has the same
retention period and disposition action.

The series descriptions have been written to provide the series title, a
general description of the documents or data in the series, and their
arrangement, followed by the more detailed information that is described
below:

(1) Authority. The authorizing law or directive is usually
shown by a citation to the relevant Code of Federal Regulations or U.S. Code.
Some authorities contain recordkeeping instructions. When the authorities are
extensive, a cross-reference is provided to BLM Manual where the list of
authorities can be found.

(2) Forms. Forms are described in the series descriptions by
their numbers only; for brevity, form titles are not provided. However, form
titles can be found in the Forms Index to Appendix 2.

(3) confidentialityv/Sensitive/Proprietarv/Privacy. The
records access category number and, if applicable, the Privacy Act system
number are included in the series description. This alerts records custodians
to those files that must be protected from unauthorized access as required by
BLM Manual Section 1278, External Access to BLM Information, and helps the
FRCs identify records whose destruction must be witnessed to protect
confidential information. This section also identifies whether the records
are sensitive or contain proprietary information.

(4) Vital Records Status. Records that are essential to the
continued functioning of an organization (during and after an emergency) and
records essential to the protection of the rights and interests of the Burean
and the public are identified as vital in the series description. If records
are vital, they must be duplicated and stored ocff-site. Location of
duplicates should be identified. This information will assist field offices
in developing a vital records program plan as required by BLM Manual Section
1273, Vital Records. The proposed disposition authority for all vital records
series must be reviewed by the Department.
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(5) Location. The records needed to carry out delegations of
authority are placed at the lowest organizational level possible. Because the
delegations of authority may differ from state to state, the organizational
unit where the records are located may also differ. This makes it difficult
to specify the exact office of record on an organizational level. For
example, the office of record for mineral lease inspection and enforcement
activity in some states is the District, in others it is the Resource Area,
and in gsome states it may be the State Office.

When the office of record is consistent throughout the Bureau, the specific
organizational unit is cited (e.g., official personnel files are maintained by
Personnel Offices at Headquarters, Service Center, and State Offices). When
the location cited is "all"” or "AFO" this means the series is usually found in
most Bureau or field offices; however, some offices may not maintain such
records. For example, the location of Visitor Control Files (Schedule 18,

Item 17) is described as "all"™ because the majority of BLM offices maintain
visitor logs. However, for those BLM offices that are located in a federal
building, visitor logs are created and maintained by the Federal Protective
Service.

(6) Exclugions. Exclusion statements are added to some sgeries
descriptions. These statements are used to cross-reference record series that
may be similar in title and function but which have different filing and
disposition requirements. For example, Schedule 4, Item 26, Resource
Management Plans excludes Resource Activity Plans which are found in Schedule
4, Item 27.

d. Column 3 - Disposition Authority. The disposition authority
column identifies the records as either permanent or temporary, provides
cutoff instructions, and instructions for their ultimate disposition - either
by transfer or destruction. Unscheduled records are identified as "PROPOSED."

(1) Permanent v. Temporary. All records are either permanent
or temporary. All permanent records must eventually be transferred to NARA.
All temporary records will eventually be destroyed either by BLM or at a FRC.
The use of the term, "indefinite" is not an acceptable term to NARA. Even
records with very lengthy retention periods (e.g., 50 to 75 years) are still
temporary records.
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(a) Disposition Instructions.

- i. Permanent Records. Permanent records are never
destroyed and are always identified for transfer to NARA at a specific time
after cutoff. Permanent files may first be transferred to FRC and then later
be transferred by the FRC to NARA. See Section .44 for more information about
implementing the records schedules.

ii. <Temporary Records. All temporary records are sched-
uled for destruction, either at their cutoff date, after a specific period of
time after cutoff, or when no longer needed. Temporary records may first
transfer to FRC where they will be destroyed when they reach their authorized
disposal date. See Saction .44 for more information about implementing the
records schedules.

(2) cCutoff Instructions. Cutting off files involves breaking
or ending files at regular intervals, usually at fiscal or calendar year end,
to permit their disposal or transfer. For example, case files are usually
cutoff at the end of the fiscal year in which they close. Subject files
(general correspondence) are cutoff at fiscal year end to permit establishment
of new files for the coming year and are destroyed 3 years after cutoff.

(3) GRS or NARA Job Citations. At the end of each disposition
authority is a reference to the GRS or a NARA job number. A GRS citation
means the disposition authority was copied from the GRS. A NARA job number
means the records were approved for disposition under an SF-115 submitted by
BLM. NARA assigns a job number to each SF-115 submitted by agencies.

(4) Explanatory Notes. . Explanatory notes about series
revisions are highlighted in the disposition authority column. The
implications of the hazardous materials program to be considered during the
review are also described in the highlighted notes in the disposition
authority column.

e. Pinding Aids. The schedules contain three finding aids to
assist the users: (1) a table of contents provides a list of the schedules by
number and their titles; (2) the subject index is an alphabetical listing of
schedule topics by page number(s); and (3) the forms index is a numerical
listing of all forms mentiocned in the series descriptions and their titles by
page number(s).
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.43 Reviewing and Updating the Schedules. BLM managers, records
custodians, and record users must review its comprehensive records schedule

annually and revise and update as necessary. Additions and changes to the GRS
shall be incorporated into BLM records schedules and disseminated within 6
months of issuance from NARA.

A. Adding, Revising and Deleting Schedule Items. The following may
require changes to be made to the BLM disposition schedule items:

1. cChanges in legislation or program regulations.

2. Changes in program priorities, policies, procedures, or
information flow.

3. Discontinued programs and responsibilities.
4. New programs and responsibilities.

S. The impact of automation on records, such as electronic or
microform systems that replace paper-based systems.

6. Internal reorganizations affecting the nature, content, and
importance of existing records.

7. Increases or decreases in office space.

B. SF=115, Request for Records Digspogition Authority. BLM must request
disposition authority for each record series on Form SF-115 (Illustrations 3

and 4). The Archivist grants approvals for the agency's recommended retention
and disposition requirements by signing the SF-115. Any additions or changes
to disposition authorities must also be approved by the Archivist.

1. nitiating an SF-115, Request for Records Disposition Authority.
Wwhen new records are created for which current disposition authorities are not
applicable, an SF-115 should be completed. Preparation of the SF-115 and
supporting documentation is the responsibility of the respective program
gtaff. Records Administrators and Records Managers should be contacted for
assistance in completing these documents. The completed SF-115 and supporting
documentation should be submitted by the Bureau program office to the Bureau
Records Officer for approval and submission to NARA for approval by the
Archivist of the United States. The Bureau Records Officer, or designated
acting, is the only BLM official authorized to sign the SF-115. Approved
disposition authorities will be incorporated into the Combined GRS and BLM
Records Schedules by the Bureau Records Officer as they are received. (See
Appendix 2) :
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2. Completing an SF-115, Request for Records Disposgition Authority.
(See Illustrations 3 and 4 for samples of a completed SF-115.) More detailed
guidance to completing an SF-115 are contained on the back of the form and in
the NARA records management handbook, Disposition of Federal Records (NSN
7610-01-055-8704).

3. Information Required in Disposition Recommendations. The quality
of the schedules depends on in-depth analyses and recommendations by records

custodians, managers, Information Resource Management (IRM) staff, records
manager, records administrator, and users. The digposition authorities must
be congistent with the administrative, fiscal and legal value of the records.
(See .23 of this manual section.) All requests to initiate disposition.
authorities, changes to disposition authorities, and exceptions to the GRS
must include the following information:

a. Applicable statutes of limitation.
b. Regulatory limits for claims or prosecution.

c. The potential for fraud, and litigation trends involving
procedural or substantive rights.

d. Particular statutes or regulations granting or limiting a
specific legal right.

e. The availability of the same information in other record
gseries or systems.

f. Legal rights and interest to BLM and the public.
g. Access restrictions.

h. Environmental information (such as hazardous materials) which
may require a longer retention period to identify liability in future court
cases.

C. Request for Exception to GRS Disposition Authority. With
appropriate justification, NARA will grant exceptions to the GRS disposition

authorities. Procedures for requesting exceptions to the GRS and the same as
those described above (SF-115 and supporting justification) that are required
for scheduling unscheduled records and modifying existing schedules.

D. Notification of Approved Records Schedules. Upon receipt of a
signed approval by the Archivist, the Bureau Records Officer shall ensure
implementation of the new or revised records disposition authority via a
bureauwide Instruction Memorandum.
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E. Recordkeeping Requirements. The Records Administrators are respon-

sible for establishing a recordkeeping system for maintaining the project file
containing the request with associated supporting documentation. The WO is
the office of record for all requests, coordination and supporting decision _
documentation, and the NARA approved SF-115. These files shall be maintained
in a case file.

F. Withdrawal of Disposal Authority bv N « In emergencies, the
Archivist of the United States may withdraw, temporarily or- permanently,
disposal authority previously granted. Such action will be taken whenever the
disposal would harm the interest of the government or individuals. The
Archivist notifies the Bureau Records Officer of the withdrawal by a letter or
NARA Bulletin in accordance with the provisions of 36 CFR 1228.52. The Bureau
Records Officer shall notify BLM via an Instruction Memorandum of such
withdrawal authority.

-44 Implementing the Records Schedules. Timely application of the records

disposition schedules includes review of proposed and existing records
schedules bureauwide to ensure efficient, prompt, and orderly reduction in the
quantity of records maintained in office space and equipment. Applying the
records schedules is the responsibility of all employees responsible for
maintaining records created, received, and used by BLM. Records
Administrators are responsible for developing a systematic process to ensure
records disposition occurs in accordance with current approved records
schedules.

A. Screening Records. A records series determined to be of permanent
value (permanent records) may reside in a file with records or information of
temporary value and vice versa, regardless of media. Therefore, before
records can be disposed of, records custodians should screen the files to
ensure destruction of temporary records, continued maintenance of long=-term
value of temporary records and transfer of pPermanent records to the Archives.
Decisions to screen files requires rigorous analysis because of the cost
involved. The amount of time and money spent depends on whether or not:

1. Complete files or sections of files can be removed.
2. It is easy to identify the materials to be removed.

3. The records are easily accessible.
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4. Physical processing, such as removal of paper clips or archiving
only extracts of electronic record information to another system or media, is
unnecessary. Screening is no substitute for establishing and following proper
filing procedures and it should be unnecessary if such procedures are
implemented in accordance with a BLM directive. It is normally cost-effective
only if the records to be retained are permanent, are scheduled for periods
exceeding 30 years, or constitute less than half of the file. Alternatives to
screening records include retaining them in the office until final
disposition, moving them to an agency holding area, or retiring them intact to
a FRC. The best way to avoid screening problems is to make sure that
permanent or long-term records are not filed with short-term records or with
nonrecord materials.

B. Destruction of Obsolete Records and Nonrecord Materialg that are
authorized for destruction by NARA. Managers should be aware that the
provisions of the Freedom of Information Act (FOIA) apply to all records in
existence in the agency. A FOIA request for documents maintained beyond the
authorized destruction date of the records series would effectively bar the
disposal of such records (see BLM Manual Section 1278, External Access to BLM

Information).

C. Transferring Records to Federal Records Centers (FRC). Both
temporary and permanent records may be shipped to FRCs for temporary storage.
Records accessioned to the FRC and NARA are maintained in a controlled
environment suitable for records preservation. The FRC will perform
disposition through destruction or transfer of records to NARA with agency
approval. The NARA will continue to preserve records of permanent historical
value. For information on completing an SF-135, Records Transmittal and
Receipt, see .45 of this manual section.

D. Request for Temporary Extension of Retention Periodgs. Certain
events, such as litigation, program audits, and investigations, may require
that records be retained beyond their scheduled destruction date. Upcn
submission of adequate justification, NARA may authorize a federal agency to
extend the retention period of a series or system of records (44 U.s.C. 2909).
Managers who wish to extend the retention period of the records involved in
such events shall submit a letter of request addressed to NARA in accordance
with the provisions of 36 CFR 1228.54.

1. Letter of Request (Special Circumstances). This procedure is to
pe followed only for segments of records that have been affected by the
special circumstances. The letter shall include a records series description,
the disposition schedule citation, reasons for the request, the current and
physical location of the records including information on whether the records
have been or will be transferred to one or more FRC, and the time period
involved if it can be determined. If program officials determine that a
series should always be kept for longer than the scheduled retention period,
the schedule should be revised.
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a. Field Office and WO Requests. The letter of request shall be
initiated by the Manager having jurisdiction for the records in need of the
extension. The request shall be coordinated through the State/Center /WO
Records Administrator who will coordinate the request with the regional NARA.

b. Bureauwide Requests. Bureauwide requests will be approved,
signed and submitted by the Bureau Records Officer toc the NARA.

E. Records Over 30 Years 0Old. Permanent records over 30 years old
which are still in BLM custody must be transferred to the National Archives
unless a request is made in writing justifying the need for the records to be
retained by BLM to conduct regqular current business. Records Administrators
must complete a NARA Form 13148, "Report to NARA on Permanent and Unscheduled
Records Over 30 Years 0Old in Agency Custody" (see Illustration 5, for all
records within the physical custody of BLM.) These forms do not have to be
completed for records over 30 years old that are stored in a FRC.

F. Notification of Approval. The Archives shall notify the requesting
Records Administrator of their approval or disapproval. Disapprovals shall be
coordinated accordingly by the requesting Records Administrator. The
requesting Records Administrator shall notify employees of the approved
extension via Instruction Memorandum. For extensions of a bureauwide records
system or records series, the Bureau Records Officer shall notify all
employees bureauwide via Instruction Memorandum.

G. Transferring Records to the National Personnel Records Center
(NPRC). Guidance for the transfer of official personnel folders (OPF) and

certain other persconnel records to the NPRC is provided in 36 CFR 1228.154,
Federal Personnel Manual (FPM) 293, FPM Supplement 293-31, and 384 DM 4.7.
Transfers and retrievals to and from the NPRC may be delegated to the staff of
the Servicing Personnel Office rather than the Records point of contact as
identified in the list described above. Records at the NPRC covered by GRS 1
and 2 will be destroyed in accordance with those schedules without further
Bureau clearance.

.45 Transferring Records to the Federal Records Center (FRC). Federal

Records Centers are facilities operated by the National Archives and Records
Administration (NARA) for the economical storage and servicing of records
rending their ultimate disposition. Only the physical custody of records is
transferred. The office of record (BLM) retains the legal responsibility for
these records. See 36 CFR 1228.150 for a list of Federal Records Centers and
the areas they serve.

A. Procedures for Transferring Records to the FRC. General guidance
for transferring records to the FRC is provided in 36 CFR 1228.150 and in 384
DM 4.5. Transfers are initiated by the submission of an SF-135, Records
Transmittal and Receipt. Detailed procedures and illustrations are provided
in NARA Handbook, "Federal Archives and Records Centers.” The regional FRCs
also publish NARA Field Bulletins that provide supplemental information on the
services and procedures of each region. Bureau records personnel should
request copies of NARA Field Bulletins from the FRC that serves their
geographic area.

BLM MANUAL Rel. 1-1645
12/21/94



.45A1

1220 - RECORDS AND INFORMATION MANAGEMENT

1. Use _the Proper Containers and Supplies. Standard-size record
boxes (NSN-8115-00-117-8344) may be obtained from Customer Supply Center
(GSA). These boxes are used for standard and legal files (14-3/4" x 12" x
9-1/2"). Other containers, forms, tape and markers needed for preparing
containers are listed in the GSA catalog which may be obtained from GSA,
Centralized Mailing List Services, P.O. Box 17077, Fort Worth, Texas
76102-0077.

B. Criteria for Records Transferred to a FRC. Records transferred to a
FRC must have their final disposition established by an approved records
schedule, a Request for Records Disposition Authority (SF-115) submitted to
NARA for approval (for unscheduled records), or an exception to 36 CFR
1228.152. FRC does not ordinarily accept records that have less than a l-year
retention period before disposition. Offices facing a critical shortage of
space or other substantive problem may request an exception to the l-year rule
by submitting a written request to the Director of the regional FRC. Records
Administrators having jurisdiction for the unscheduled records must submit a
written request to the FRC in accordance with the provisions of 36 CFR
1228.152.

C. SF=135, Records Transmittal and Receipt (Illustration 6) is used to
transfer records to the FRC.

1. Initiating the SF~-135. The SF-135 will be generated by the
office having custody of the records. The originating office shall prepare an
original and two copies of the SF=135, retain one copy for filing purposes and
send the original and one copy to your regional FRC.

2. Approval Process for the SP-135. The SF-135 review and approval
process shall be coordinated by the Records Manager for records within their
jurisdiction. The review process shall be coordinated with personnel
creating, maintaining, or using the records to be transferred. The SF-135
must identify whether information in the records is sensitive, vital,
confidential, privacy, or proprietary. Once the SF-135 is approved by FRC, an
approved copy of the SF-135 will be forwarded to the requesting office with
shipping dates, accession number and instructions for preparing containers for
shipment.

3. Coordination of Transfers and Pointg of Contact. Close
coordination between the FRC and Bureau records personnel can improve the
management and disposition of records. To ensure that appropriate points of
contact are maintained, Records Administrators shall maintain an up-to-date
list of points of contact of BLM personnel who have authority to transfer to
and retrieve records from the FRC. This list must be submitted to the FRC at
the beginning of each fiscal year. The FRCs must be notified of changes in
authorized records personnel as they occur.
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.46 ansfe ng Permanent Records to Nationa chives. The National
Archives, which includes eleven National Archives Field Branches, maintains
the permanent (archival) records of the federal government. Once records are
transferred to the Archives from the originating agency, NARA assumes legal
responsibility for them, regulates access to them, and assures their
protection. Detailed information about the field branches of the National
Archives can be found in "The Archives: & Guide to the National Archives
Field Branches."

A. Types of Records Transferred to Archives. Records transferred to

the National Archives must be listed as Permanent on an approved records
schedule. Permanent records stored in a FRC for the Bureau are transferred to
NARA by the FRC after Bureau clearance. Permanent records in Bureau space may
be offered directly to National Archives.

B. Procedures for Transferring Records to Archives. General guidance
for transferring records to National Archives is provided in 36 CFR 1228.1%0
and 384 DM 1.8B(2). Transfers are initiated by the submission of a SF-258,
Request to Transfer, Approval and Receipt of Records to the National Archives
of the United States.

1. Documentation Needed to Transfer Electronic Records to the NARA.
Form NA 14097, Technical Description for Transfer of Electronic Records to the
National Archives (Illustration 7) or other documentation should include, at a
minimum, the software needed to process the information, a narrative
description of the system, physical and technical characteristics of the
records, and any other technical information needed to read or process the
records, e.g., data dictionary or the equivalent information.

C. SF=258, Request to Transfer, Approval, and Receipt of Records to
National Archives (NARA) of the United States {(Illustration 10). This form
and supporting documentation, such as a shelf list (Illustration 8) or other
description of the record, are used to transfer legal custody of permanent
records to NARA.

1. 1Ipitiating the SF~258. The SF-258 may be generated by a FRC for
records stored at the FRC or generated by the office having custody of the
records.

a. The FRC will initiate the SF-258 for transferring permanent
records from FRC space and send it to the office of record for review and
approval. The SF-253 from the FRC should have a copy of a SF-135 attached
highlighting the records to be transferred.

b. BLM managers who wish to transfer rPermanent records from
Bureau space are responsible for initiating the SF-258, which should include a
shelf list, SF-135, NA 14097, and/or other description of the record. These
requests must be made through the Records Administrator having jurisdiction
for the records.
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2. eview ocess for SF-258. The SF-258 review and approval
process shall be coordinated by the Records Administrator for records within
their jurisdiction. The review process shall be coordinated with personnel
creating, maintaining, or using the records to be transferred. The review of
the SF-258 must include identifying whether information in the records is
sensitive, confidential, proprietary, or privacy. Transfers of records
subject to the Privacy Act of 1974 (5 u.s.cC. 552a) shall be accompanied by the
most recent agency privacy notice covering the records (36 CFR 1228.194).

3. Coordination of Transfers. Upon obtaining necessary reviews and
approvals the Records Administrator shall sign the SF-258 and send it with the
appropriate supporting documentation in accordance with 36 CFR 1228 to the
Archivist of the United States for approval. If NARA approves the request,
NARA sends a copy to the requesting office. Unapproved requests will be
returned by NARA in their entirety to the point of contact indicated on the
list submitted by the Records Administrator. The approved SF-258 and all
supporting documentation shall be maintained in a case file in the
transferring office. Once the SF-258 is approved, the records must be
trangsferred to the physical and legal custody to the NARA.

D. Adding Documents to Files Already in Archives. NARA has interpreted
their custodial responsibilities to involve preservation of the integrity of
the information in archival records, and NARA normally discourages any changes
to those records, including any additions. However, NARA is conscious of the
fact that sometimes it is necessary to link archival files to records
documenting more recent agency actions. Because of its responsibility for
public land tenure recordkeeping, future actions on a "dead" case are more
common for the Bureau than other agencies. To reference more recent
documentation to original case files held in the Archives is essential for the
Bureau's effective conduct of buginess and for providing correct information
to the public. Asg a result, NARA has agreed to insert into archival files one
additional document of BLM actions that have taken place after the files were
transferred to Archives.

l. Cross-Reference Document. The NARA will accept a one-page
cross-reference document (Illustration 11) for adding to the archived file.
This cross-reference document should also be added to the subject files and
any related files currently within the legal custody of BLM. The
cross-reference document shall identify: the archived file clagsification
code (e.g. patent number, Serialized Case File number, subject code, etc.), a
description of the records and the most recent agency action or reason for
creating the cross-reference document, the location of the office of record, a
schedule citation, a point of contact and any other information that would be
of value for future research purposes in locating the information.

2. Submigsion of Cross—Reference Documentg. The cross-reference
documents shall be initiated by the employee identifying the need for the
document, signed by the Records Administrator having original jurisdiction for
the records. The Records Administrator shall submit this document to the NARA
Accessions Branch having legal custody of the cross-referenced file.

BLM MANUAL Rel. 1-1645
12/21/94



- 47

1220 - RECORDS AND INFORMATION MANAGEMENT

.47 Retrieving Records.
A. Retrieving Records from the FRC. An OF-11, Reference Request -

Federal Records Center (Illustrat.on 12), is used to request copies,
permanently withdraw, temporarily loan, or review BLM records stored at the
FRC. Requests to retrieve records from the FRC must be made through the
Records Manager having jurisdiction for continued management of these records.

B. Retrieving Records from the NARA. NARA's policy is to provide only

copies of permanent records in their legal custody. The NARA will provide
original records only when a copy is not sufficient for correct interpretation
of the information.

1. Requestg by BLM Emplovees for the Ori inal Records in NARA
Custody must be made through and tracked by the Records Administrator having
jurisdiction for the records. Requests by BLM employees for the original
records must be substantiated in writing that reproductions provided by the
NARA will not be sufficient for reading or interpreting the information. BLM
Form 1272-7, Case File Transfer Request (Illustration 13), is used to request
a loan of original BLM records previously transferred to NARA. NARA will
return a copy of Form 1272-7 with the requested records. If a request to loan
the original record is not approved, NARA will return Form 1272-7 and the
supporting documentation, if applicable, to the requesting office explaining
the reasons for denial.

2. Requests by BILM Emplovees for Copies of Recordsg in NARA Custod
must be made through and tracked by the Records Manager having jurisdiction
for the records. BLM Form 1272-7, Case File Transfer Request (Illustration
13), is used to request copies of original BLM records previously transferred
to NARA. NARA will return a copy of Form 1272-7 with the requested records.

3. Requests bv Members of the Public and Other Agencies for Copies

and Loans of Original Records in NARA Custody should be referred to the

appropriate Archives.

.48 Loan, Transfer, Donation or Sale of Records.

A. Loan of Permanent and Unscheduled Records. Loans of permanent and
unscheduled records outside the Bureau must be approved, accurately
documented, and effectively controlled to ensure that the records are
protected while on locan and that they are returned within the agreed-upon
timeframe. The Records Administrator should establish a tracking system for
loans of any Bureau reccrds. v
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1. Loans to Nonfederal Recipients. The loan of permanent and

unscheduled records to nonfederal entities must be approved in writing by
NARA. The request to loan records shall be coordinated by the Records
Administrator having jurisdiction for the records with personnel creating,
maintaining, or using the records to be loaned. Upon obtaining necessary
reviews and approval signatures, the Records Administrator shall submit the
letter of request to the NARA with information required in 36 CFR 1228.70. If
the request is approved, the NARA will notify the requesting Records
Administrator. Implementation of this loan shall be documented in a local
Instruction Memorandum; a copy of which must be filed or noted in the
disposition case file.

2. Loans to Federal Recipients. The temporary loan of permanent
and/or unscheduled records to another federal agency does not require NARA
approval. However, employees who make such loans must first obtain approval
from the Records Administrator having jurisdiction over the records and ensure
that the loaned records will be properly handled and stored and that
appropriate access restrictiona are enforced.

B. Transferring Custody of Records to Another Agency. In accordance
with the provisions of 36 CFR 1220 and 384 DM 4.3, NARA approval is required

for the transfer of records between agencies except when:

a. The records are being transferred to a FRC or the National
Archives,

b. Records are being loaned for official use,

¢. The transfer is required by statute or Executive Order, or

d. The records are being transferred between two components of the
same Executive department. A copy of requests with supporting documentation
shall be maintained by the regquesting office and the WO disposition case
file(s).

1. Transferring Records to Agencies Within Interior. Managers who
wish to transfer records to another Interior agency must submit to the Bureau

Records Officer a disposition plan and inventory of the records being
transferred in accordance with the provisions of 384 DM 4.4. Regquests shall
be submitted through the appropriate Records Administrator, having
jurisdiction for the records, for review and approval. The Bureau Records
Officer will review the request, obtain the necessary Bureau and Department
clearances, and notify the requesting Records Administrator wvia Instruction
Memorandum of approved transfers and transfer schedules.

2. ZTransferring Records to Agencies OQutside Interior. Managers who
wish to transfer records to agencies outside the Department (excluding NARA)

must submit a written request, addressed to the NARA, through the Bureau
Records Officer for signature in accordance with the procedures in 36 CFR
1228.124. Requests shall be submitted through the Records Administrator
having jurisdiction for the records. The Bureau Records Officer shall review
the request, obtain the necessary Bureau and Department clearances, and notify
the requesting Records Administrator via Instruction Memorandum of approved
transfers and transfer schedules.

BLM MANUAL Rel. 1-1645
12/21/94



.48C

1220 - RECORDS AND INFORMATION MANAGEMENT

C. Donation and Sale of Temporary Records. The disposal of federal

records, regardless of method, must comply with the procedures described in 36
CFR 1228 and 384 DM 1.7. All requests to donate, sell or destroy temporary
records must be made through the Records Administrator having jurisdiction for
the records. A copy of documentation and clearances shall be maintained in a
disposition file.

- 1. Donation. Occasiocnally, officials may be asked by various
individuals, organizations, or historical societies to donate BLM records to
them for their continued preservation and use. Permanent records shall not be
donated. External entities desiring a permanent BLM record shall only be
given a copy which should be certified as a duplicate of the original.
Employees who wish to donate temporary records to such entities must submit
written requests addressed to NARA through their Records Administrator in
accordance with the provisions of 36 CFR 1228.60. NARA will consider each
request and determine whether these donations are in the public interest. 1If
NARA determines that the proposed donation is contrary to the public interest,
the request will be denied and the records must be disposed of in accordance
with the appropriate disposal authority. Approval of the donation may only be
implemented via an Instruction Memorandum to the office holding the records.

2. Sale or Salvage. Disposable paper records should be sold on a
competitive basis as waste paper or other waste unless the quantities involved
are tco small, the market price is too low, or the paper can be sold only
after expensive and time-consuming sorting or cleaning. Sensitive records may
be so0ld as waste paper only if adequate safeguards are taken to prevent any
disclosure of the information before their pulping, shredding, or other
destruction. All sales of waste paper must be in accordance with 41 CFR
101-45. All sales contracts must prchibit the resale of the paper for use as
records or documents. Sales must be coordinated with and surnamed by the
Records Administrator having jurisdiction for the racords.

.49 Destruction, lLoss or Damage of Records.

A. Destruction of Temporary Records. If the records cannot be sold
advantagecusly or otherwise salvaged, the records may be destroyed by burning,
pulping, shredding, macerating, or other suitable means in accordance with 36
CFR 1228.58. Records shall not be destroyed until all proper clearances and
signatures have been obtained of records creators, users, and custodians of
the records by the Records Administrators having jurisdiction for the records.
Temporary records transferred to a FRC will be destroyed by the FRC when they
reach their disposition date. The FRC will provide BLM a 90-day advance
notice of intent to destroy (see Illustration 9). A copy of the notice of
intent to destroy must be filed in the disposition case file. Procedures are
as follows: :

1. All records destruction requests shall be made by the records
custodians of the records to the State/Center/WO Records Manager or who will
ensure that all approvals for destroying the records have been obtained.
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2. Notices of Destruction sent by the FRC to the office of record
shall be coordinated through the State/Center Records Administrator or WO
Records Administrator having jurisdiction for records disposition operations.
These notices must be responded to within 90 days of the date sent by the FRC,
otherwise the FRC will automatically destroy the records.

_ 3. Refer to .44 of this manual section for requesting an extension
of the retention period.

B. Emergency Destruction. Under certain emergency conditions, records
may be destroyed regardless of schedule provisions or other authority in
accordance with the provisiona of 36 CFR 1228.90. An emergency condition is
one in which the records pose a threat to health and safety or to national
security. Records shall not be destroyed until all proper clearances and
signatures have been obtained of records creators, users, and custodians of
the records by the Records Administrator for records within their
jurisdiction. Implementation of records destruction shall be documented in a
local Instruction Memorandum; a copy of which must be filed or noted in a
Records Disposition File.

1. Conditions Requiring Prior Approval. Records whose physical
condition pose a danger to human life or property may be authorized for

destruction before their scheduled disposition date. Such records may be
infested with vermin or may be housed under such adverse conditions that they
cannot be used or repaired.

2. Approval for Record Destructions. The request to perform
emergency destruction of the records shall be coordinated by the Records

Administrator with personnel creating, maintaining, or using the records to be
destroyed. Upon obtaining necessary reviews and approval signatures, the
Records Administrator having jurisdiction for the records shall submit a
letter of request to the NARA with information required in 36 CFR 1228.92. If
the request is approved, the NARA will notify the requesting Records
Administrator. Implementation of this destruction shall be documented in an
Instruction Memorandum; a copy of which must be filed or noted in a Records
Disposition File.

3. Conditions Requiring No Prior Approval. Still or motion picture
film with a nitrocellulose base that has deteriorated to the extent that it is

a threat to human life or property may be destroyed without prior NARA
approval. Records that may fall into the hands of a potential enemy when a
state of war exists may also be destroyed immediately. Managers should
request verbal approval for the emergency destruction from the Bureau Records
Officer. Within 6 months after the date of destruction, the Bureau Records
Officer will submit to NARA a written statement describing the records, their
location, and the destruction date in accordance with 36 CFR 1228.94.
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C. Unauthorized Destruction oss, or Damage. Unauthorized disposal of
federal records is a serious crime. The severe penalties for damage, removal,
or destruction of official recordas are described in 36 CFR 1228.102 and in 18
U.S.C. 2071. 1It is also illegal to destroy or remove records without proper
authorization (18 U.S.C. 2071). Employees who become aware of any unlawful or
accidental destruction, defacing, alteration, or removal of records in the
custody of the Bureau must submit a written report of such events to the
Bureau Records Officer in accordance with the provisions of 36 CFR 1228.104.
The Bureau Records Officer will forward the report to NARA for further action.
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.5 Reviews of Recordkeeping Practices. The guidance in this section may be
used for "self" reviews of recordkeeping practices. Although reviews of
recordkeeping practices are not required, the guidance provided here generally
follows the formal evaluation process.

.51 Pre-Review Activities.

A. Approval. If possible, obtain official approval for the review at
the beginning of the fiscal year in which the review is to be conducted.
Identify the proposed review in the budget process for appropriate funding of
travel expenses. If such early approval is not possible, obtain approval far
enough in advance to allow sufficient time for proper planning and early
notification. Identify the proposed review in the budget process for
appropriate funding of travel expenses.

B. Notification. Prepare a memorandum for signature by the approving
official to the Target Office Head at least 6 weeks prior to the review date.
Include the following information in the memorandum:

1. Purpose of review.

2. Review dates and locations to be visited.

3. Itinerary.

4. Names and titles of review team.

5. Employees who should attend opening and closing meetings.
6. Other employees to be contacted or interviewed.

Cc. Information GatHering. Review all available information about the
records program of the target office. Such jnformation may consist of the
following documents:

1. Previous records review reports and responses.

2. Official evaluation reports and responses (general management
evaluations, administrative procedures reviews, special evaluations,
information systems procedures reviews, etc.).

3. Current records-related directives issued by the State, Service
Center, and Headquarters.

4. Current directives issued by the target office.
5. Records-related correspondence to and from the target office.
6. Target office organizational chart.

The checklist (Appendix 5) may be sent to the target audience prior to the
review for completion by records personnel.
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.52 On-Site Review Activities.

A. Opening Meeting. Conduct a brief meeting at the beginning of the
review to reaffirm the review plan with the Target Office Head, the
Administrative Chief, and the designated Records Manager and Records
Administrator. Other personnel having records management responsibilities may
also be included.

B. Checklist Completion and Other Observations. Complete the Records
Management Review Checklist, using the following techniques, as appropriate,
during the review process:

1. Interview all personnel who have direct responsibility for
raecords management.

2. Conduct a "walk-through™ of the entire facility, including
storage areas, to observe centralized and decentralized files, filing equip-
ment, and general layout of all recordkeeping operations.

3. Interview the custodians of decentralized files and various other
records users.

4. Spot check the accuracy of records.

5. Examine random case files for accuracy and control.
6. Review internal records control procedures.

7. Examine records security facilities.

C. Informal All-Employee Meeting. If time permits and the Target
Office Head approves, arrange an all-employee meeting and present a brief
overview of the BLM records management system. Distribute appropriate
handouts and answer any questions about records issues.

D. Draft Report. At the end of the review and before the closeocut,
prepare a draft report of findings and recommendations. Using the completed
checklist as a guide, cite each major strength and weakness of the records
program, any potential records problems, and proposed recommendations for
corrections. Include any records assistance provided during the review and
follow=-up actions needed.

E. Closeout. Conduct a closeout meeting with the Target Office Head
and affected personnel. Discuss the items in the draft report. Make notes on
the closeout discussions and any informal agreements reached between the
reviewer and the Target Office Head.
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.53 Pogt-Review Activities.

A. Final Report. The final report, approved and signed by the
Reviewing Office Head, is the guide by which the target office will make
improvements and changes in the records program. It is also used to chart
progress during follow-up visits.

» 1. Prepare the report in a constructive, fair, and helpful tone. 1In
addition to citing deficiencies, also cite achievements, innovations, and
other positive findings.

2. The report is a directive from the Reviewing Office Head
requiring specific actions and should indicate who, what, how, why, and when
in all findings and recommendations.

3. List and number the findings and follow each with a
recommendation. 1If any deficiencies were corrected during the review, include
those findings and actions taken. Describe the specific steps to be taken in
accomplishing the remaining recommendations. Establish realistic time frames
for implementing recommendations.

4. Prepare a cover memorandum to the Target Office Head for
signature by the Reviewing Office Head. Summarize the overall results,
including positive findings and significant problems. Establish a due date
for a response to the report by the Target Office Head.

5. Obtain necessary approvals for the report. Obtain surnames from
affected program areas.

B. Digtribution of Final Report. Distribute copies as follows:

1. The signed cover memo and original report to the Target Office
Head.

2. The official file copy with a copy of the report and all backup
documentation (completed checklist, notes, or other related information) to
the central files of the reviewing office.

C. FEollow-Up. When a response is received from the target office,
review the progress reported and schedule a follow~up visit if required.
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Glossary of Terms
-A -
access: the availability of, or the permission to consult or obtain, records.

access category: a numerical designation assigned to three types of BLM
information (public, discretionary, nonpublic) that defines the releasibility
of the records.

accession: (1) the transfer of agency records to a Federal Records Center for
temporary storage. The agency retains legal custody of the records, (2) the
transfer of the legal and physical custody of permanent records from an agency
to the National Archives, (3) the records so transferred.

adequate and proper documentation: as defined by the National Archives and

Records Administration (NARA) in 36 CFR 1220.14 adequate and proper
documentation is

"...a record of the conduct of Government business that is
complete and accurate to the extent required to document the
organization, functions, policies, decisions, procedures, and
essential transactions of the agency and that is designed to
furnish the information necessary to protect the legal and
financial rights of the Government and of persons directly
affected by the agency's activities."

administrative value: the usefulness of records in conducting an agency's
current business. Includes fiscal value and legal value, which are usually
analyzed separately when records are evaluated for disposition. See also
fiscal value and legal value.

AIM: Automation, Information Resources Management, Modernization.

appraisal: the process of determining the value and thus the final
disposition of records, making them either temporary or permanent.

archives: (1) the noncurrent records of an organization preserved because of
their continuing, or enduring, value. "National Archives of the United

States” means those records that have been determined by the Archivist of the
United States to have sufficient historical or other value to warrant their
continued preservation by the Federal Government, and that have been accepted
for deposit in the Archivist's custody, (2) in the Federal Government, short
for Naticnal Archives and Records Administration, (3) one or more buildings,
or portions thereof, where permanent records are located after being
accessioned by an archival agency.

- C -
case files: records in any media that document a specific action, event,

person, place, project, or other matter. Include personnel, project, and
transaction files, which are types of case files.
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central files: files accumulated by several offices or organizational units
and maintained and supervised in one location.

comprehensive records schedules: a schedule or collection of schedules based
on NARA-approved disposition authorities and issued as a directive or manual
to cover all the records of an independent agency (BLM). Should also include
instructions for nonrecord materials, whose disposition is base on agency
needs. See also records schedules.

confidential record: a record or information that requires protection against
unauthorized disclosure.

COR: Contracting Officer's Representative

creation: the first stage of the records life cycle in which records are made
(or recieved) by an office.

cutoff: breaking or ending files at regular intervals (e.g., fiscal year or
calendar year) to permit their disposal or transfer or to permit establishing
new files.

-D -

destruction: in records management, the major type of disposal action.
Methods of destroying records include burning, pulping and selling, or
salvaging the record medium.

disposal: (1) the actions taken regarding temporary records after their
retention periods expire and consisting usually of destruction or,
occasionally, donation, (2) also, when so specified, the actions taken
regarding nonrecord materials when no longer needed, especially their
destruction.

disposition: the actions taken regarding records no longer needed in current
office space. These actions include transfer to agency storage facilities or
Federal Records Centers, transfer from one Federal agency to another, transfer
‘ of permanent records to the National Archives, and disposal of temporary
records.

disposition authority: legal approval by NARA (and in some cases by GAO)
empowering an agency to transfer permanent records to NARA or to carry out the
disposal of temporary records.

donation: the transfer of temporary records from BLM to an eiigible person or
organization after the authorized retention period has expired. Requires
NARA's approval.

- F -

FAR: Federal Acguisition Regulations.
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federal information processing standards (FIPS): a set of published

information processing standards that are recommended as guidelines for
adoption by all Federal agencies.

Federal Records Center (FRC): a facility operated by NARA for the economical
storage and servicing of records pending their ultimate disposition.

file: (1) an accumulation of records or ncnrecord materials arranged
according to a plan, (2) a unit, such as a folder, microform, or electronic
medium, containing such records or nonrecord materials, (3) storage equipment,
such as a filing cabinet, (4) in electronic recordkeeping, an organized
collection of related data, usually arranged into logical records that are
stored together and treated as a unit.

file classification code: numbers of symbols used to abbreviate lengthy file
titles. Includes serialized case file number, FOIA case number, and subject
code.

file code: see subject code and file classification code.

fiscal value: the usefulness of records in documenting an agency's financial
transactions and obligations. See also administrative value and legal value.

FOIA: Freedom of Information Act.
-G -
General Records Scheduleg (GRS): NARA-issued records disposition schedules

governing the disposition of specified records common to several or all
federal agencies.

- I -

information system: the organized collection, processing, transmission, and
dissemination of information in accordance with defined procedures, whether
automated or manual. This is also called a record system or a system. It
most often refers to a system containing electronic records, which involved
input or source documents, records on electronic media, and output records,
along with related documentation and any indexes. BLM's records systems are
designed to maintain BLM record series as identified in BLM Records Schedules.

- L -

life cycle management (LCM): the process of cradle to grave management of a
project, system or record. The life cycle itself is the time span between the
establishment of a need for a system or record and the end of its operational
use. The LCM process is a step-by-step planning process that assures systems
implemented meet user needs, that are within management priorities, and that
are the most cost-effective for the Government.
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legal value: the usefulness of records in documenting legally enforceable
rights or obligations, both those of the Federal Government and those of
persons directly affected by the agency's activities. See also administrative
value and fiscal value.

life cycle of records: the management concept that records pass through three
stages: creation, maintenance and use, and disposition.

local area network: a system for linking together computers, terminals,
printers, and other equipment, usually within the same office or building.

- M -

maintenance and use: any action involving the storage, retrieval, and
handling of records kept in offices by, or for, BLM. This is the second stage
of the records life cycle.

- N -

National Archives and Records Administration (NARA): the agency responsible
for appraising, accessioning, preserving, and making available permanent
records.

nonrecord materials: government-owned informational materials excluded from
the legal definition of records or not meeting the requirements of that
definition. Included are extra copies of documents kept only for convenience
or reference, stocks of publications and of processed documents, and library
or museum materials intended solely for reference or exhibition.

- Q -
OMB: Office of Management and Budget
office of record: an office designated as the official custodian of records

for specified programs, activities, or transactions of an organization; see
"record copy."

official file copv: see "record copy."
- P =

permanent records: records appraised by NARA as having enduring value because
they document the organization and functions of the agency that created or
received them and/or because they contain significant information on persons,
things, problems, and conditions with which the agency dealt. Permanent
records are ultimately transferred to the legal custody of NARA.

perpetual maintenance files: files which requires ongoing maintenance.

Examples of pertetual files are project files where the project is not
completed, files which have not been cutoff (i.e., the agreement has not
terminated), and other files that are being held in suspense.
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personal papers: nonofficial, or private, papers relating solely to an
individual's own affairs. Must be clearly designated as such and kept
Separate from the agency's records. Also called personal files or personal
records.

Privacy Act: a law providing that no agency shall disclose any record that is
contained in a Privacy Act "system of records” by any means of communication
to any person or to another agency, except pursuant to a written request by,
with the prior written consent of, the individual to whom the record pertains.

Privacy Act system of records: a group of any records under the control of
any agency from which information is retrieved by the name of an individual or
by some identifying number, symbel, or other identifier assigned to the
individual.

program records: records documenting the unique, substantive functions for
which an agency is responsible, in contrast to administrative records.

- R =

record copy: the official or record document that is so marked or recognized,
complete with enclosures or related papers; also known as "official file
copy." The record copy dces not have to be an original unless specified.

record series: file units or documents arranged according to a filing system
or kept together because they relate to a particular subject or function,
result from the same activity, document a specific kind of action, take a
particular physical form, or because of some other relationship arising out of
their creation, receipt, or use. Generally handled as a unit for disposition
purposes.

records custodian: the individual or office in charge of agency files.

records disposition schedule: see records schedule.

records inventory: a survey of agency records and nonrecord materials that is
conducted primarily to develop records schedules and also to identify various
records management prcblems, such as improper applications of recordkeeping
technology.

records management: the planning, controlling, directing, organizing,
training, promoting, and other managerial activities related to the creation,
maintenance and use, and disposition of records to achieve adequate and proper
documentation of Federal poclicies and transactions and effective and
economical management of agency operations.

records schedule: a document providing authority for the final disposition of
records. Includes the SF-115, the General Records Schedules, and BLM records
schedule, which when completed becomes a comprehensive records schedule that
also contains BLM disposition instructions for nonrecord materials. Also
called records disposition schedule or records retention schedule.
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-8 -

scheduling: the process of developing a document that provides mandatory
instructions for what to do with records (and nonrecord materials) no longer
needed for current government business.

shelf list: a detailed listing of the contents of each box of records being
transferred. A copy of the shelf list is placed in the first box of each
accession of temporary and permanent records. Also known as box lists.

subject codes: a code assigned to each subject area within BLM responsibility
which serves as an index to assist users in locating information. BLM uses
codes 1000-9000. Subject codes 2000-9000 are linked to Title 43 of the Code
of Federal Regulations. Each subject code is used to link correspondence,
forms, training courses, manual sections, handbooks, instruction memorandums,
information bulletins, reports, etc., pertaining to a certain subject.

-7 -

temporarv records: records approved by NARA for disposal, either immediately
or after a specified retention period.

transfer: the act or process of moving records from one location to another,
especially from office space to agency storage facilities or to federal
records centers, from one federal agency to another, or from office or storage
space to NARA for permanent preservation.

-y -

unscheduled records: records for which no disposition authority has been
approved by NARA.

UPA: Uniform Photographic Copies of Business and Public Records as Evidence
Act.

-V -

vital records: records containing information that is essential for:

(1) emergency operations during a disaster or a national emergency,

(2) resumption and/or continuation of operations, (3) reestablishment of the
legal, financial, and/or functional status of an agency, and (4) determination
of the rights and obligations of individuals and/or corporate bodies with
respect to an agency.
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Illustration 2

(.34C5)
1220 - RECORDS AND INFORMATION MANAGEMENT
Color Codes for Official File Covers
1271-1 Blue FY 1991
1271-1a Salmon FY 1992
1271-1b Yellow FY 1993
1271-1d Green FY 1994
1271-1 ' Blue FY 1995
1271-1a Salmon FY 1996
1271-1b Yellow FY 1997
1271-1d Green FY 1998
1271-1 Blue FY 1999
1271-1a Salmon FY 2000
1271-1c¢ Pink Perpetual/
Permanent
BLM MANUAL Rel. 1-1645

12/21/94



Illustration 3, Page 1
(.41B, 43B)

1220 - RECORDS AND INFORMATION MANAGEMENT

Sample Request for Records Disposition Authority (SF-115)(Front)
(New Authority Requested)

e ——r————
LEAVE BLANK (NARA use oni
REQUEST FOR RECORDS DISPOSITION AUTHORITY |lissRowser { oY)
(See Instructions on reverse)

TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) ||PATE RECEIVED
WASHINGTON, DC 20408

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY
Bureau of Land Management

2. MAJOR SUBDIVISION {Jnélcéor_'dn%ce with the provisiuns of 44
Division of Information Resources Management ,An;;md{nf;:mgn;h;é::ﬂ: Eé?:véﬁ‘:f:;i

7 for items that may be “di L

3. MINOR SUBDIVV|S|ON . . 3W0-8,72 ) not appmved":- ‘x\'nhg:-:fﬂn” n clrfl‘::::l‘ft)“
Branch of Information Access Policy & Coordination

4. NAME OF PERSON WITH WHOM TO CONFER | 5. TELEPHONE DATE ARCRIVIST OF THE UNITED STATE
Mae Bowman 202-452-5011 |

—— —

6. AGENCY CERTIFICATION
[ hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records
and that the records I§>1'01:>os«=.«:1 for dispasal on the attached 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 Manuai for Guidance ot Federal

Agencdies,
is not required; D is attached; or !:. has been requested.
DATE l SIGNATURE OF AGENCY REPRESENTATIVE TITLE
| Bureau Records Officer
7. 9. GAS OR. 0, AGTION
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NAR
NO. JOB CITATION USE ONLY)
P SCHEDULE 18 - Security and Protective Services Records |
43, LAW ENFORCEMENT REPORTS
c. Law Enforcement Activity Reports.
Recurring reparts of law enforcement
activities. Includes BLM Form 35263-12.
(1) Law Enforcement Activity Feeder Resorts.
Submitted by field offices to Headquarters.
PROPOSED DISPOSITION: TEMPORARY.
Cuto€f end of rY. ODestroy 3 years after cutoff.
(2) Law Enforcement Activity Consolidated
Reports. Headquarters law enforcement office copies.
PROPOSED DISPOSITION: TEMPCRARY.
cutoff end of rY. Destray 5 years after cutoff.
NOTE: Records are not subject to the Privacy Act.
115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-9
PREVIQUS EDITION NOT USABLE Prescribed by NAR
36 CFR 12z
BLM MANUAL Rel., 1-1645

12/21/94



Illustration 3, Page 2

1220 - RECORDS AND INFORMATION MANAGEMENT

Sample Request for Records Disposition Authority (SF-115) (Back)
(New Authority Requested)

INSTRUCTIONS

GENERAL

Use Standard Form 115 to obtain authority for the
disposition of records. Submit two signed copies to
the National Archives and Records Administration
(NIR), Washington, DC 20408, and retain one copy as
your suspense copy. NARA will later return one
copy as notification of the items approved for
disposal or archival (permanent) retention. This
copy will also indicate any items withdrawn or
disapproved. GAQ’s written approval must either
accompany each SF 115 requiring Comptroller
General concurrence or be requested prior to the
submission of the SF 115 to NARA. The SF 115 may
be accompanied by Standard Form 1154,
Continuation Sheet, by schedule items entered on
blank stationery formatted similar to the SF 1154, or
by i:ges formatted to conform to the agency'’s
published records disposition schedule.

SPECIFIC

Entry 1 should show the name of the Executive
Branch department or independent agency,
Legislative Branch agency, or the Administrative
Ofgce of the U. S. Courts for the Judicial Branch that
is submitting the request.

Entries 2 and 3 should show the major and minor
organizational subdivisions that create or maintain
the records described on the form. If more than one
subdivision maintains records described in the
submission, the various office names shouid be
specified in entry 8.

Entries 4 and 5 should provide the name and
telephone number of the person to be contacted for
information.

Entry 6 must be signed and dated by the agency
offictal authorizeg to certify that the retention
periods for records proposed for disposal are
adequate to meet the agency’s needs, and that GAO
requirements have been met (check apévropriate box).
Unsigned SFs 115 will be returned to the agency.

Entry 7 should contain the item numbers of the
records identified on the form in sequence, beginning
with "1." Lower case letters and numbers may be
used to designate subdivisions of an item (la, 1b,
1b(1), 1b(2), etc.). Agency file numbers should not be
entered in this column, but may be included in entry 3.

Entry 8 should describe the records to be scheduled.
Follow these steps in describing the records:

(a) Include centered headings for groups of
items to indicate the office of origin if alf records
described on the form are not those of the same
office, or if they are records created by another office
Or agency such as, for example, records inherited
from a defunct agency.

*U.S. Govemnment Printing Office: 1991-305-428/59012

(b) I[dentify separate collections of nontextual
records, such as photographs, sound recordings,
maps, architectural drawings, or magnetic tapes or
disks, as separate and distinct items. If such records
are interspersed with textual records, as in case files,
their presence should be noted in the description of
the textual file.

(¢) Describe completely and accurately each
series of records proposed for disposal or tranisfer to
the National Archives. See 36 CFR 1228 for more
detailed requirements. Failure to comply with the
provisions of that regulation will resuit in the return
of the SF 115 for corrective action.

(d) Provide clear disposition instructions for
each item and subitem. ese instructions should
include file breaks; the time after which records will
be retired to Federal records centers, if applicable;
for temporary records, the time after which ¢ ey may
be destroyed; and for archival (permanent) records,
the time after which they will be transferred o the
legal custody of the National Archives.

(e) If immediate disposal or transfer to the
National Archives is proposed for non-recurrin
records, indicate the volume and inclusive dates o:
the records and the Federal records center accession
and box numbers, if applicable.

(D) If future or continuing disposition authority
is requested, state the retention period in terms of
years, months, etc. or in terms of future actions or
events. Ensure that any future action or event that
must precede final disposition is objective and
definite.

(g) If records are converted to electronic form,
schedule both the original records and the electronic
media, unless covered by the General Records
Schedules.

(h) If permanent or unscheduled records are
converted to microform, the disposition for both the
on%inal and microform copies must be approved on
an SF 115. The SF 115 covering the microform must
contain the certifications required by 36 CFR 1230.
Approval is not requirede?or the disposition of
microform copies of records authorized tor disposal,
as specified in the regulation cited above.

Entry 9 must include the previous NARA disposition
job and item numbers; General Records Schedule
and item numbers, if applicable; and agency
directive or manual and item numbers, if appiicable,
as required by 36 CFR 1228. If such information is
missing fromcolumn 9, the SF 115 will be returned
without action. Leave column 9 blank only if the
records are being scheduled for the first time.

Entry 10 is for NARA use only and should be left
blank.

STANDARD FORM 115 BACK (REV. 3-31)

BLM MANUAL Rel. 1-1645

12/21/94



Illustration 4, Page 1
(.41B, .43B)

1220 - RECORDS AND INFORMATION MANAGEMENT

Sample Request for Records Disposition Authority (SF-115)(Front)
(Revision of Existing Authority Requested)

A
LEAVE BLANK (NARA use only)

REQUEST FOR RECORDS DISPOSITION AUTHORITY |lseswuvess

{(See Instructions on reverss)

T NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) ||PATE RECEIVED

WASHINGTON, DC 20408
1. FROM (Agency or estabhshmant) NOTIFICATION TO AGENCY
Bureau of Land Management

2. MAJOR SUBDIVISION In accordance with the pravisions of 44
PN . U.S.C. 3303a the disposition request,
Division of Information Resources Management including 1mendmet):(s. 1s approved cxecpt
7 or items that may marked “disposition
3. MINOR SUBDIVISION . X . \wo" 872) not approved” or “withdrawn” in col?m:n 0.
Zranch of Information Access Policy & Coordination
4. NAME OF PERSON WITH WHOM TO CONFER | 5. TELEPHONE DATE ARCHIVIST CF TrE UNITZD STATES,
Mae Bowman 202-452-5011
N

6. AGENCY CERTIFICATION o
[ hereby certify that | am authorized to act for this agency in matters pertaining to the disposition of its recurds
and that the records ?roposed for disposal on the attached page(s) are not now needed for the business
of this agency or will not be needed after the retention periods s?eciﬁed; and that written concurrence from
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal

Agencies,
is not required; ’:I is attached; or [:I has been requested.
DATE ‘ SIGNATURE OF AGENCY REPRESENTATIVE | TITLE

Bureau Records Qfficer

9. GRS OR 10. ACTION

7.
ITEM{ 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NQ. JOB CITATION USE ONLY)

1 Schedule 17 - Cadastral, Cartography, Aerial Photo,
Architecture and Engineering Records

2. AERIAL PHOTOGRAPHY

la e. Aerial Photo Original or Master Negatives.
Includes reiated original or master indexes. NC1-49-85-2,
17/16a

PRQOPOSED DISPOSITION: PERMANENT.
1) Field offices cutoff end of FY in which the flight
is completed and originals are received. Transfer to
Service Center Photo Lab 1 year after cutoff.
2) Service Center Photo Lab cutoff end of FY in which
no ‘onger needed for reproduction. Transfer directly
to NARA 1 year after cutoff.

1b f. Aerial Photo Prints and Duplicated NC1-49-85-2
Negatives which are Annotated. 17/16b{1)

PROPCSED DISPOSITION: Use disposal authority
for the annotated information (e.q., aerial photos-
annotated with natural resource inventory data are.
disposed of under 3LM 4/18a).

NOTE: Records are not subject to the Privacy Act.

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91)

PREVIOUS EDITION NOT USABLE Praescribed by NARA
36 CFR 1228

BLM MANAUL Rel. 1-1645
12/21/94



Illustration &, Page 2

1220

- RECORDS AND INFORMATION MANAGEMENT

Sample Request for Records Disposition Authority (SF-115)(Back)

(Revision of Existing Authority Requested)

INSTRUCTIONS

GENERAL

Use Standard Form 115 to obtain authority for the
disposition of records. Submit two signed copies to
the National Archives and Records Administration
{NIR), Washington, DC 20408, and retain one copy as
your suspense copy. NARA will later return one
copy as notification of the items approved for
disposal or archival (permanent) retention. This
copy will also indicate any items withdrawn or
disapproved. GAO’s written approval must either
accompany each SF 115 requiring Comptroller
General concurrence or be requested prior to the
submission of the SF 115 to NARA. The SF 115 may
be accompanied by Standard Form 115A,
Continuation Sheet, by schedule items entered on
blank stationery formatted similar to the SF 1154, or
by %:Ees formatted to conform to the agency’s
publisned records disposition schedule.

SPECIFIC

Entry 1 should show the name of the Executive
Branch department or independent agency,
Legislative Branch agency, or the Administrative
Office of the U. S. Courts for the jJudicial Branch that
is submitting the request.

Entries 2 and 3 should show the major and minor
organizational subdivisions that create or maintain
the records described on the form. [f more than one
subdivision maintains records described in the
submission, the various office names should be
specified in entry 8.

Entries 4 and 5 should provide the name and
telephone number of the person to be contacted for
information.

Entry 6 must be signed and dated by the agency
official authorized to certify that the retention
periods for records proposed for disposal are
adequate to meet the agency’s needs, and that GAO
requirements have been met (check apg)ropriate box).
Unsigned SFs 115 will be returned to the agency.

Entry 7 should contain the item numbers of the
records identified on the form in sequence, beginning
with "1." Lower case letters and numbers may be
used to designate subdivisions of an item (1a, 1b,
1b(1), 1b(2), etc.). Agency file numbers should not be
entered in this column, but may be included in entry 8.

Entry 8 should describe the records to be scheduled.
Follow these steps in describing the records: -

(a) Include centered headings for groups of
items to indicate the office of origin f aﬁ records
described on the form are not those of the same
office, or if they are records created by another office
or agency suc¥\ as, for example, records inherited
from a defunct agency.

*.9. Govemment Printing Office: 1991-305428/59012

(b) Identify separate collections of nontextual
records, such as photographs, sound recordings,
maps, architectural drawings, or magnetic tapes or
disks, as separate and distinct items. If such records
are interspersed with textual records, as in case files,
their presence should be noted in the description of
the textual file.

(c) Describe completely and accurately each
series of records proposed for disposal or transfer to
the National Archives. See 36 CFR 1228 for more
detailed requirements. Failure to comply with the
provisions of that regulation will result in the return
of the SF 115 for corrective action.

(d) Provide clear disposition instructions for
each item and subitem. These instructions should
include file breaks; the time after which records will
be retired to Federal records centers, if applicable;
for temporary records, the time after which they may
be destroyed: and for archival (permanent) records,
the time after which they will be transferred to the
legal custody of the National Archives.

(e) If immediate disposal or transfer to the
National Archives is proposed for non-recurring
records, indicate the volume and inclusive dates of
the records and the Federal records center accession
and box numbers, if applicable.

(£) If future or continuing disposition authority
is requested, state the retention period in terms of
years, months, etc. or in terms of future actions or
events. Ensure that any future action or event that
must precede final disposition is objective and
definite.

(g) If records are converted to electronic form.
schedule both the original records and the electronic
media, unless covered by the General Records
Schedules.

(h) lf permanent or unscheduled records are
converted to microform, the disposition for both the
original and microform copies must be approved on
an 5F 115. The SF 115 covering the microtorm must
contain the certifications required by 36 CFR 1230.
Approval is not required for the disposition of
microform copies of records authorized for disposal,
as specified in the regulation cited above.

Entry 9 must include the previous NARA disposition
job and item numbers; Genceral Records Schedule
and item numbers, if applicable; and agency
directive or manual and item numbers, if applicable,
as required by 36 CFR 1228. If such mformation is
missing from column 9, the SF 115 will be returned
without action. Leave column 9 blank only if the
records are being scheduled for the first time.

Entnp: 10 is for NARA use only and should be lest
blank.

STANDARD FORM 115 BACK (REV. 3-91)

Rel. 1-1645
12/21/94
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Illustration 5, Page 1
(.44E)

1220 - RECORDS AND INFORMATION MANAGEMENT

Sample Report to NARA on Permanent and Unscheduled Records Over
30 Year Old in Agency Custody (NA Form 13148)(Front)

Report to NARA on Permanent and Unscheduled Records
Over 30 Years Old in Agency Custody

{INSTRUCTIONS ON REVERSE)

1. Department or independent Agency Namne
USDI, Bureau of Land Management

2. Ninmie of Agencey Contact Person Telephone Number
Pam Dandrea 406-255-2758
Otfice :

Montana State Office

3. Description of Records ik
a. Scries Title

Manuscript and Annotated Maps

b. Dates ¢. Volume {cubic feet}
1800-1900 118 cu ft

d. Scries Description

Tract Beoks {Includes Indian allotments)

4. Disposition Authority
BLM Schedule 17/01c (Permanent)
5. Location of Records (Complete Office Address)

U. S. Department of the Interior
Bureau of Land Management
Montana State Office (954)

222 North 32nd Street

Billings, MT 59101

NATIONAL ARCHIVES AND RECORDS ACMINISTRATION NA FORM 13148 (9-90}
INTERAGENCY REPORTS CONTAOL NO. 0378-NAR-AR

BLM MANUAL Rel. 1-1645
"12/21/94
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Illustration 5, Page 2

1220 - RECORDS AND INFORMATION MANAGEMENT

Sample Report to NARA on Permanent and Unscheduled Records Over
30 Year 0ld in Agency Custody (NA Form 13148) (Back)

INSTRUCTIONS FOR NA FORM 13148

Describe uniy records that have been appraised as permanent on a Standard Form 115
{Request for Records Disposition Authority) or that are unscheduled, and that are held
by the agency or for the agency by an iustitution other than a Federal records center.
Excluded from this reporting requirement are (1) records authorized for disposal by the
General Record Schedules or by an approved SF 115 and (b) records Lhat have been
transferred to a Federal records center.

Entry 1. Enter the name of the department or independent agency that has custody of
the records identified on the form,

Entry 2. Enter the name, telephone number, and office affiliation of the individual
within the agency who should be contacted for further information on these records. It
is very important that this entry be filled in on every form submitted.

Entry 3. Describe the records at the scries level, just as on the SF 115. A record seriesis a
sroup of documents filed or maintained together beeause of subject, function, physical
orm, or some other factor related to their creation, receipt, or use.

Follow these instructions for the individual subentrics:
a.  Each suries should be given a bricf descriptive title.

b. Give the inclusive dates for the series of records. The dates can be expressed in
years.

¢.  The volume of records should be expressed in cubic feet. It is not necessary to be
more precise than to the nearest cubic foot.

d. The series description should be brief but should include information on the
function for which the records were created, their current use, the media or format
of the records, and their content and arrangement. The existence of any finding
aids should be noted, as should the {evel of security classification or any other
restrictions on access to and usc of the records.

Agencies that retain numerous series of records over 30 years old may fill out one form
for all records series that would have the same entry for Location of Records (eniry 5),
and attach a listing of the serics or a copy of an ageney finding aid that deseribes the
record series,

Entry 4. Give the manual and item number and the SF 115 and item number for
scheduled permanent records. Indicate “unscheduled” if no disposition has been
approved. If multiple series arc includud on one form, please provide all appropriate
dispuasition authorities.

Entry 5. Give the location of the serivs of records as precisely as possible, including the
complete address of the office that is responsible for maintaining the records.

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 13148 BACK (8-20})

BLM MANUAL Rel. 1-1645
: 12/21/94
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Illustration 6, Page 1

1220 - RECORDS AND INFORMATION MANAGEMENT

Sample Records Transmittal and Receipt (SF-135) (Front)
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Illustration 6, Page 2

1220 - RECORDS AND INFORMATION MANAGEMENT

Sample Records Transmittal and Receipt (SF-135)(Back)
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1220 - RECORDS AND INFORMATION MANAGEMENT

Sample Technical Description for Transfer of Electronic Records
to the National Archives (NA 14097)(Front)

TECHNICAL DESCRIPTION FOR TRANSFER OF ELECTRONIC RECORDS
TO THE NATIONAL ARCHIVES

FILE IDENTIFICATION

01. OFFICIAL FILE TITLE, COMMONLY USED IDENTIFIER, ANDIOR DESCRIPTIVE TITLE:
Airline Service Quality Performance File

02. ACRONYM ASSIGNED TO FILE:
On Time Performance

03. RESTRICTIONS ON ACCESS:
N/A

04. TITLE/DESCRIPTION OF DOCUMENTATION PROVIDED:
Master Data File Description
Master Data Record Description
Air Travel Consumer Report Issued 02/90

05. FORMAT OF DOCUMENTATION:
® Paper

O Electranic Format (Specify/

Q Other (Specify/

06. ELECTRONIC RECORDS SUBMITTED BY (Agency name and address/:
Dept. of Trans./Research and Special Programs
Office of Airline Statistics, DAI-20,
400 7th St., SW, Wash., D.C. 20590-0001

07. IDENTIFY TECHNICAL CONTACTIS:

Name: Charles Bradford
prane: (202)366-4376

FILE CHARACTERISTICS

08. SHORT TITLE ON EXTERNAL LABEL:
J3.J3NAXXXX .NARA.
DELAY.Y.890112

10. STORAGE MEDIA UNIT VOLUME
SERIAL NUMBER:

106770, 106839

12. DENSITY (CPUBPY:

37,871

09. RETURN STORAGE MEDIA TO AGENCY
AFTER ARCHIVAL PROCESSING:
O Yes 2 Ne
If Yes, Provide Address for Return
fif different from item 08):

11. TYPE OF MEDIA PROVIDED:
O Open-Rail Magnetic Tape

@ 3480-Class Tape Cartridge
O Other (Specify/

13. NUMBER OF TRACKS:
al o9 =18
0 Other (Specify/

14. FILE ORGANIZATION ON STORAGE MEDIA
Q One File on One Media Unit

2 One File on Muitiple Media Units

O Multiple Files on One Media Unit

Q Muitiple Files/Muitiple Media Units

17. DATA OF FILE coPiED: 11 /23 /92

15. RECORDED LABEL {Internal Label)
= iBM 0S

o 18M D0S

a ASNI X 3.27 Standard

T No Internal Labels

O Other (Specify and Describe!

16. CHARACTER SET:
T ASCl

@ EBCOIC

Q BCD /7 track only/
a Binary

O Packed Decimal

a Other (Specify/

18. (NTERNAL FILE NAME/IDENTIFIER
faka Data Set Name/:

same as 08

19. SEQUENCE OF FILE ON
STORAGE MEDIA UNIT:
file 1 of _1_

16. NUMBER QF LOGICAL RECORDS
PER BLOCK (Blocking Factor/:

200

21. RECORD TYPE:

Q Fixed Length (F}

2 Fixed Length Blocked (FB)

O Other Than Fixed Length
(Specify Format}

22. LENGTH OF LOGICAL RECORDS
IN CHARACTERS QR BYTES:

71

21. NUMBER OF LOGICAL RECORDS:

5,041,200

23. LENGTH OF PHYSICAL RECOROS
IN CHARACTERS OR BYTES:

14,200

25. NUMBER OF PHYSICAL RECORDS (locks):

25,206

26. AGENCY COMMENTS:

27. FORM PREPARED BY:
name: Gloria Laury

phone: ( 2021 366-0923

28. DATE FORM COMPLETED:
12/16/92

NATIONAL ARGHAVES AND RECURDS ADMINISTRATION
BLM MANUAL

INSTRUCTIONS ON OTHER SIDE

NA Form 1409/ (Rev. 3f
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1220 - RECORDS AND INFORMATION MANAGEMENT

Sample Shelf List

Illustration 8

(.41A, .46C)

From:

HAWAIT STATE OFFICE
Box 123
Honolulu, HI 12345

Bureau of Land Mgmt.

Accession Number: Date

049-94-0123 10/5/94

Page

1l of 1

Cubic Feet Telephone No.
123-456-7890

2

Location | Box No.
No.

Description of Records

Schedule

1 of 2

Access? 1987

Access? DRAFT, 8/88

An Archeological Overview, 1986
Annual Report FY90

Annual Report FY91

Bald Eagle Management Plan, 6/86
Birney MFP Summary, 7/77

Black-footed ferret 1986-1990, 12/90

Blackleaf EIS-DRAFT, 3,90

Blackleaf EIS-FINAL, 6/92

BIM: The First 40 years, 3/87
Briefing Statements, 01/93

Briefing Statements, 6/92

Cherry Project, Draft, 9/91

County Fishing Map North Half, 1991
Decker EA, Final, 7/79

Decker MFP Summary, 7/77

Elder Mgmt Framework Plan Summary, 9/77

16/31a
PERM

2 of 2

Floater's Guide, 1985

Management Plan brochure, 1990
Mountain Exchange, Draft EIS, 10/89
Mountain Exchange, Final EIS, 11/90
Mountain Exchange EIS ROD, 12/91
News brochure, 4/90

Penter Creek EA/MFP, Final, 9/86
Rangeland Program Summary, 9/84
Rangeland Program Summary, 3/92
RMP/EIS, FINAL, 11/83

Vegetation Allocation, DRAFT, 2/82
Wilderness EIS, FINAL, 8/89
Wilderness EIS, FINAL, 6/88
Wilderness Study, Draft, 2/87
Wilderness Suitability Study, 4/90
Wilderness Visitor's Guide, 1989

16/31a
PERM

BLM MANUAL
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1220 - RECORDS AND INFORMATION MANAGEMENT

Sample Notice of Intent to Destroy Records (NA Form 1301)
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1220 - RECORDS AND INFORMATION MANAGEMENT

Sample Request to Transfer, Approval and Receipt of Records (SF-258)(Front)

LEAVE BLANK

p)
o

REQUEST TO TRANSFER, APPROVAL, AND ORIT DATE RECEIVED[UNIT DATE RECTIV
RECEIPT OF RECORDS TO NATIONAL ARCHIVES
OF THE UNITED STATES TS NOMEER S8 NCMeER
(See {nstructions on reversa)
1. TYPE OF ACTICN 2. 70 3. UNIT THAT CREATED THE RECGARDS
A, CFFER OF A. RECORDS DlSPOS(TIOfr\\J‘Eh\JAIS)ON A. AGENCY OR ESTABLISHMENT
UNSCHED- MAILING ADCRESS: 3ureau of Land Management
[:] ULED ERE R AL BRI X HOER ADMRN T R A TDKNLER!
RECQRDS WASHINGTON. DC 20408 8. MAJORSUBDIVISION —
8. NATIONAL ARCHIVES Montana State Office
D gglélge ADE%F:IESE:S ADMINISTRATION (g1 [ oy oD ooisIan
NERAL 3 {
5. TRANSFER WASHINGTON, DG 20408 222 Norht 32nd Street, P.0. Box 36800
O HenuLen C. REGIONAL ARCHIVES O NAME OF UNTT
FEDERAL ARCHIVES AND RECORD CENTER $17 5 3 -
RECORDS | ]  GEnEAAL SERVICES ADMINISTRATION Billings, MT 59107-6300
€ AWE OF PERSON WITH WHOM 70 CONFER TF. TECEPRANI
ABQUT THE CONTENT OF THE RECCRDS : (lncluda area cc
A, AGENCY SPACE tGive location) c. 1 Quts =t
. s N -‘ SFER
4 CURRENT B] Montana State Office, 222 N. 32nd St., Billings, MT 591C2
:ggg;lgg OoF B. FEDERAL RECORDS CENTER (Identifv conter and FRC accession no. and enter location)
| C

3. RECCRDS CATA

A, DESCRIPTION OF RECORIIS (Give overall titie of records, individual documents. dates, and attach Standard Form 135, ii records are now 1n FRC.
Continuo on separata sheet of paper, it necessary.)

SF 135 ATTACHED
- " Linen Mineral Survey Maps, 1867-1872

SEPARATE SHEETIS) SEE ATTACHED SHEET
ATTACHED ( N
3. EST. VOLUME |G- ARE RECORDS SUBJECT TO BRIVACY ACT) (If ves, [0, SPECIFIC AESTRICTIONS 70O BE MPOSED (Include justihication
bl cite agency sysiem number and F.R. volume and page cite stutute or FOl exemphion thal suthotizes such restrictions)
(SO cu. mtr, aumber {or most recent notice and attach 2 copy)
1-42"
1ap tube
.5 NO /A
E. RECORLS CONTROUL SCHEDULE/ITEM NO. OR F. AGENCY REMARKS:
APPRAISAL JOB NO.

NARA Special List 29

6. STATEMENT QF AGENCY REPRESENTATIVE

Tha records descrined above and orn the attached payes are Nereny offered for dagosit with the Nationai Arcnives of tne United States in a::u'dar:e \
443 1J.5.C. 2103, it 15 2grend that these rceords wiil be administored in accordance with the provisions of 44 U.S.C. Chagter 21, 41 C.F.R. IG.-11.3 31 C.7
109-61, and such Olher rutas ar T8guiationNs 38 May De prescribed By The Admimistrator ot General Sesvices or the Archivist of ine Lnitea suus Unles( spec
ind yusnhcd apove, tRnrc 3r¢ 10 rAStrIctions ON the ysa of these records Other than the general and specific racorg aroup restrictions on the use ot “ecoras .0
National Archives of the Usnited States 1hat Nave been oudbiisned in 41 C.#.R. 105-61.53 or In tre Guide to the National Archives of the United States. Tha
thivist 2f the United States may destroy, donate, Or OtNCTwise Qitp0se Of any cantaners, dupiicate recards, unused torms, blank stationery, nonarc=ivai crer
or processed material, or otner fonrscora makavul i any manner authorized by 'aw Or requigtion without further consent af this agency. | cert:fy tnat am
strictions spectsed gy this ayency 0N the use of these records are in COnformance with the requireaments of 3 U.S.C. 552 ana that t am autnorized by the rsa
This agency 149 act !of tha aganc s on Matiers pertaming to the disgnsition of agency recards.
& SIGNATURE OF AGENCY 8. TITLE C. MAILING ADORESS | O. DATE

REPRESENTATIVE |

i

Bureau Records Qffiger |
7. ACTION TAKEN BY NATIONAL ARCHIVES AND RECORDS SERVICE, GENERAL SERVICES ADMINISTRATION
A, ACTION 8. NARS CONCURRENCES C.SRECJARSI
INITIALS UMNIT OATE INITIALS uNIT DATE
[ ] arrroveED

[ JoisaprrovED

B NAHRS AEMARKS REGARDING CI5POSI TION/SHIPRING

E.SIGNATURE OF NARS AUTHORIZED REPRESENTATIVE F.TiTLE H G. DATE
|
!
i
A DOATE . SICNATURE C.TITLE
8. RECOROS
RECEIVED NARS
DEPQOSITCGRY
{
(Exception tu SF 258 aoproved STANDARD FORM 258 (REV. 10-78)
258.102.01 ny NARS 8-3-79) Prescrived by GSA, FPMR (41 CFR) 101-11,

BLM MANUAL Rel. 1-1645
12/21/94



Illustration 10, Page 2

1220 - RECORDS AND INFORMATION MANAGEMENT

Sample Request to Transfer, Approval and Receipt of Records (SF-258) (Back)

INSTRUCTIONS

This form may be initiated by either the transferring agency or a Federal records center.

INITIATED BY AGENCY:

Agency completes items [ through 6 (see specific instructions be-
low). Item 6 must be signed and dated. Send original and 4 cop-
ies to the appropriate address in item 2 sixty days before planned
date of transfer.

INITIATED BY FEDERAL RECORDS CENTER:

Federal records center completes items [, 2, 3A-F, if known, 4B,
5A and B, D. and E and send original and 3 copies to transferring
agency records officer.

Agency compietes/corrects items 3, 5A, 5C-F, and 6. Item 6 must
be signed and dated. Agency sends original and 3 copies to the ad-
dress indicated in item 2 sixty days before planned date of transfer.

ITEM 1, TYPE OF ACTION:

If 1B is checked, a reference to the records control schedule num-
ber or NARS appraisal job number must be included in 3E. (Item
1B may be checked for unscheduled records if an appropriate ap-
praisal job is cited to reflect an accretion according to prior evalua-
tion of the series).

ITEM 2, TO:

When 1B is checked, requests are sent to the National Archives
(NNB) unless the records control schedule or appraisal job speci-
fies a regional archives or Presidential library.

When 2C is checked, include in that block address (number and
street, city, State, and zip code) of the regional archives branch be-
ing offered the records.

ITEM 3, UNIT THAT CREATED THE RECORDS:

Fully identify the agency, subdivision, and unit that created or
originated the records (not the agency records office). If this is
not possible, or a successor unit or agency is transferring the rec-
ords, then explain under Agency Remarks, item 5F.

ITEM 4, CURRENT LOCATION OF RECORDS:
Identify the agency location or the particular records center in

which the records are located and provide FRC accession number.
The stack location in the center may also be provided.

BLM MANUAL

ITEM 3, RECORDS DATA:

3A. Describe the records. If the records are in a Federal records
center, attach SF 135. Arrangement statement must be provided
and ¢nough description to substantiate responses in items 3B (with
volume for each item) 5C and 5D.

3B. Estimated volume may be indicated in either cubic feet or
cubic meters.

3C. Privacy Act notices must be cited for records subject to the
Privacy Act (5 U.S.C. 352a) and should be attached.

3D. Specific restrictions must be fuily justitied and may not vio-
late the Freedom of Information Act (5 U.S.C. 532).

3E. Ifthe records have previously been scheduled in a records con-
trol schedule, the schedule and item number must be cited. and the
schedule itself may be attached. If the records are not scheduled
but a part of the series has been appraised as permanent in the past
and transferred to a NARS depository. then cite the appraisal job
number as authority and treat as a scheduled otfer.

ITEM 6. STATEMENT OF AGENCY REPRESENTATIVE:

Signature and title of agency records officer is placed here and nor-
mally is not the name or office given in item 3.

ITEM 7, ACTION TAKEN BY NARS:

NARS will indicate approval and provide shipping or deiivery in-
structions, or disapproval and recommend appropriate disposition
of the records. NARS will indicate quantity of offer approved. dis-
approved and for which action is deferred.

IFNARS approves the transfer, the Office of the National Archives
send SF 258 to the agency (or to the Federal records center if the
records are in a center) with a transfer date and shipping or
delivery.

IfNARS disapproves the transfer, the Records Disposition Divisior
returns SF 258 to the agency with suggestions for disposition of the
records.

ITEM 8, RECORDS RECEIVED:

After receipt of the records by a NARS depository NARS will sign
and return one copy of SF 238 to the agency.

STANDARD FORM 258 BACK (REV. 10-78)

Rel. 1-1645
12/21/94
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(.41B, .46DL1)

1220 - RECORDS AND INFORMATION MANAGEMENT

Sample Cross-Reference Document

United States Department of the Interior

BUREAU OF LAND MANAGEMENT
Montuna State Oitice
222 Norrh 32nd Street
P.O. Box 36800
1865 (950.16) Billings. Montaua S30L07-6800
Miles City 044028

IK RTPLYTXR

National Archives and Records Administracion
Washington, D.C.

CROSS-REF CE _DOCUMENT - RECO GROUP 49
This cross-reference document is co be inserted in the original casefile:

Serial Number: Miles City 044028 State: Montana
Patent Number: 782532 Dated: November 18, 1920

ATTENTION RESEARCHER:

Additional action has been performed on this case by the Bureau of Land
Management.

This action involved a patent correction request.

The official records documenting this additional action are located in a
supplemental casefile, identified as such:

Supplemental Casefile
Serial Number: Miles City 044028

Information on the location of this supplemental casefile can be obtained

from:
State Records Manager Bureau Records Qfficer
Bureau of Land Management Bureau of Land Management
Montana State Office Interior Building
Billings, Montana 59107 -6800 Washington, D.C. 20240

Phone: 4C6-255-2888

This supplemental casefile will be sent to the Federal Records Center in
Denver, Colorado, for retention until it is accessiocned inte the National

Archives-Denver Branch.

Agency Official: g«n« W Date: 7/’47?/7%

Pam Dandrea
State Records Manager

BLM MANUAL Rel. 1
el. 1-1645

12/21/94
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(.474A)
1220 - RECORDS AND INFORMATION MANAGEMENT
Sample Reference Request-Federal Records Centers (OF-11)
REFERENCE REQUEST—FEDERAL RECORDS CENTERS 1 HOTE: Use a separate form for each reques
SECTION 17O BE COMPLETED BY REQUESTING AGENCY T —
ACCESSION NO. AGENCY BOX NUMBERI AECORDS CENTER LOCATION NUMBER
i _
049-66A-0212 | 2 CF g5 ! 722405
DESCRIPTION OF RECORD{SI OR INFORMATION REQUESTED
[ sox
] FOLDER (inchurs hie cumber and tnel Group Survey File No. 406 - Montana
7. 5N., R, 52 E.
REMARKS _
NATURE OF SERVICE
[ Funtisy cory or PERMANENT TEMPORARY otHER
RECORDKS) ONLY WITHDRAWAL @ LOAN OF RECORDISY D REVIEW D iSpecsty}
SCCTION i1—FOR USE BY RECORDS CENTER
REMARIS
T recoros nor v center cusooy [ aecoros oestRoven
(] WRONG ACCESSION NUMBER — PLEASE RECHECK
[ wroNG 50X NUMBER - PLEASE RECHECK
[Tl WRONG CENTER LOCATION—PLEASE RECHECK
- ADOIMIONAL INFORMATION REQUIRED TO IDENTIFY RECORDS
AEQUESTED
D G (Neuher . nor charge card foung o
CONGamens; spec.tied)
(] AECORGS PREVIOUSLY CHARGED QUT TO (Name agency and dare):
i
i
; _—
i
TIME : SEARCHE
,' Dare { SERVICE REQUIRED |  NITIALS
{ ! 3'
SECTION {ii—-TO BE COMPLETED 8Y REQUESTING AGENCY
AME QF REQUE! R i £P . T FTS DA
M S SRet T Re 1 chert | T06-388 3768 |07 26/ 94 RECEIPT OF RECORDS
NAME AND
AODRESS
OF AGENCY Recuester pisase sign, daie and ratum s form, for
Sureau af _and Mar.agerrent hl‘nomls)lnﬂoumomldfhouoo(bnyﬂh' D
S bean checked he Recors C 3
ove 222 North 12nd Street A emer
ol Billings, Montana 53%1CL [ SIGNATURE T oare
Coas) { ‘
-00-582- OPFTIONAL FORM 11 (Rav. 7
5”051'(‘1?)30 00-582-6423 PREVICUS EDITION USABLE NATIONAL ml!V.EvS ’
RECORDS ADMINISTRAT
38 CFR 1228
Rel. 1-1645

BLM MANUAL
12/21/94
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(.47B1)

1220 - RECORDS AND INFORMATION MANAGEMENT

Sample Records Request (Form 1272-7)

UNITED STATES
DEPARTMENT OF THE INTERIOR
BUREAU OF LAND MANAGEMENT

RECORDS REQUEST

Record Group

Identfication Number

Patent No. 1446

Type of Case

To: National Archives and Records Administration

Suitland Reference Branch NNRR
Washington, 0C 20409

State
North Dakota

Land Office

Serial Number
NA

Other Identifying Number or [nformation
JOHN PAISLEY
W, SEC. 34, T. 157 N., R. 67 W.

From: Bureau of Land Management
Montana State Office
222 North 32nd Street
P 0 Box 36800
Billings, Montana 59107-680C

3 Furnish copy of record(s) only O cerufication Reguired

[OR}
0 toan of record(s)

Send Records to: Bureau of Land Management
Montana State Office
P 0 Box 36800
8illings, Montana 59107-6800

Purpose:

Name of requestor

Jeanette Reichert (406) 255-2760 8/15/94

Neced:

In response to case file (for 8L.M use onlv):

Name of Agency contact { Records Manager):

Jeanette Reichert (406) 255-2760

Telephone No. (FTS):
Commercial finclude area code:

(406) 255-2760

Justification f{or loan:

I certify records are required for otficial business:

C]mwu%mé

Loan penod requested (ot 1o exceed 6 months):

{Records V!dnag:r s signature)

3 Other information (specifyv):
Patent dated September 9, 1895

Charge to: BPA 1422 E950 B 20008 No. 32

Date

27/ /5/ 94

INSTRUCTIONS

Send original and one copy to addressee - use
separate form for each item requested.

Form 1272-7 {August 1989)

BLM MANUAL

NATIONAL ARCHIVES

Rel. 1-1645
12/21/94



Appendix 1, Page 1

1220 - RECORDS AND INFORMATION MANAGEMENT

NARA Reference Gujdes

For additional records management issues, the following publications are
available:

NARA Publjcations:

Federal Records Management: Laws and Regulations, 1991

General Records Schedules, 1988

NARA Records Management Handbooks:

Disposition of Federal Records, 1989

Federal Archives and Records Centers, 1979

NARA Instructional Guide Series:
Managing Electronic Records, 1950
Managing Audiovisual Records, 1990

Managing Cartographic, Aerial Photographic, Architectural, and Engineering
Records, 1989

NARA Guides:

Guide to Cartographic Records in the National Archives, 1971

Guide to Records in the National Archives of the United States, 1982

Guide to Genealogical Research in the National Archives, 1983

Guide to Records in the National Archives New England Region, 1990
(Connecticut, Main, Massachusetts, New Hampshire, Rhode Island, Vermont)

Guide to Records in the National Archives Northeast Region, 1989
(New York, New Jersey, Puerto Rico, Virgin Islands)

Guide to Records in the National Archives Mid Atlantic Region, 1990
(Delaware, Maryland, Pennsylvania, Virginia, West Virginia)

Guide to Records in the National Archives Southeast Region, 1989
(Alabama, Florida, Georgia, Kentucky, Mississippi, North Carolina,
South Carolina, Tennessee)

Guide to Records in the National Archives Great Lakes Region, 1989
(Illinois, Indiana, Michigan, Minnesota, Ohio, Wisconsin)

Guide to Records in the National Archives Central Plains Region, 1989
(Iowa, Kansas, Missouri, Nebraska)

Guide to Records in the National Archives Southwest Region, 1989
(Arkansas, Louisiana, New Mexico, Oklahoma, Texas)

Guide to Records in the National Archives Rocky Mountain Region, 1989
(Colorado, Montana, North Dakota, South Dakota, Utah, Wyoming)

Guide to Records in the National Archives Pacific Southwest Region, 1990
(Arizona, Southern California, Nevada-Clark County)

Guide to Records in the National Archives Pacific Sierra Region, 1989
(Northern California, Hawaii, Nevada-except Clark County, American
Samoa, Guam)

Guide to Records in the National Archives Pacific Northwest Region, 1989
(Alaska, Idaho, Oregon, Washington)

BLM MANUAL Rel. 1-1645
12/21/94
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1220 - RECORDS AND INFORMATION MANAGEMENT

NARA Reference Information Papers:

Public Land Records of the Federal Government, 1800-1950, and Their
Statistical Significance, Reference Information Paper No. 57, 1973
Transportation in Nineteenth-Century America: A Survey of the Cartographic
Records in the National Archives of the United States, Reference

Information Paper 65, 1975

NARA Preliminary Inventories:

Preliminary Inventory of the Land-Entry Papers of the General Land Office,

Preliminary Inventory 22, 1949

Cartographic Records of the Office of the Secretary of the Interior,
Preliminary Inventory 81

Preliminary Inventory of the Records of the Bureau of Land Management,
1966 ([Arizona and California)

Preliminary Inventory of the Records of the Bureau of Land Management-Northern
California and Nevada, 1970

Preliminary Inventory of the Records of the Bureau of Land Management-Utah,
1979

Preliminary Inventory of the Records of the Bureau of Land Management-Wyoming,
1983

Preliminary Inventory of the Records of the Bureau of Land Management-
Colorado, 1984

NARA Special Listg:
List of Cartographic Records of the General Land Office, Special List 19, 1964

Cartographic Records Relating to the Territory of Wisconsin, 1836-1848,
Special List 23, 1970

Prefederal Maps in the National Archives: An Annotated List, Special List 26,
1875

Cartographic Records Relating to the Territory of Iowa, 1838-1846, Special
List 27, 1971

List of Selected Maps of States and Territories, Special List 29, 1971

National Archives Microfilm Publications in the Regional Archives System,
Special List 45, 1975

Microfilm Publications in the National Archives New England Region, Special
List 46, 1990 (Connecticut, Main, Massachusetts,  New Hampshire, Rhode
Island, Vermont)

Microfilm Publications in the National Archives Northeast Region, Special
List 47, 1990 (New York, New Jersey, Puerto Rico, Virgin Islands)
Microfilm Publications in the National Archives Mid Atlantic Region, Special

List 48, 1990 (Delaware, Maryland, Pennsylvania, Virginia, West Virginia)
Microfilm Publications in the National Archives Southeast Region, Special
List 49, 1990 (Alabama, Florida, Georgia, Kentucky, Mississippi, North
Carolina, South Carolina, Tennessee)
Microfilm Publications in the National Archives Great Lakes Region, Special
List 50, 1990 (Illinois, Indiana, Michigan, Minnesota, Ohio, Wisconsin)
Microfilm Publications in the National Archives Central Plains Region,
Special List 51, 1990 (Iowa, Kansas, Missouri, Nebraska)

BLM MANUAL Rel. 1-1645
12/21/94
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Microfilm Publications in the National Archives Southwest Region, Special
List 52, 1990 (Arkansas, Louisiana, New Mexico, Oklahoma, Texas)

Microfilm Publications in the National Archives Rocky Mountain Region, Special
List 53, 1990

Microfilm Publications in the National Archives Pacific Southwest Region,
Special List 54, 1990 (Arizona, Southern California, Nevada-Clark County)

Microfilm Publications in the National Archives Pacific Sierra Region,
Special List 55, 1990 (Northern California, Hawaii, Nevada-except Clark
County, American Samoa, Guam)

Microfilm Publications in the National Archives Pacific Northwest Region,
Special List 56, 1990 (Alaska, Idaho, Oregon, Washington)

NARA Misgcellaneous Finding Aids:

Catalog of National Archives Microfilm Publications, 1982

Microfilm Resources for Research, 1986

Electronic Recordkeeping, Information Resocurces Management Handbook, General
Services Administration, 1989

The Archives: A Guide to the National Archives Field Branches, Loretto Dennis
Szucs and Sandra Hargreaves Luebking, 1988

BLM MANUAL Rel. 1-1645
12/21/94



App. 2, Page 1-1
1220 - RECORDS AND INFORMATION MANAGEMENT
GRS/BLM Combined Records Schedules
Schedule 1 - Civilian Personnel Records
Introduction

This schedule incorporates the records described in General Records Schedule 1, which describes personnel records
common to most federal agencies, and adds the following additional personnel records maintained by the Bureau of
Land Management (BLM):

- Training aids developed by the BLM.
- The BLM volunteer personnel folders and volunteer administrative program files.
- The BLM fire experience and qualifications files.

Personnel records relate to the supervision over and management of federal civilian employees and volunteers. This
schedule covers the disposition of all Official Personnel Folders (OPFs) of the BLM employees and other records
relating to personnel and volunteers, regardless of location. Any records created prior to

January 1, 1921, must be offered to the National Archives and Records Administration (NARA) for appraisal before
these disposition instructions may be applied.

The most important type of records - OPFs, Service Record Cards, and Employee Medical Folders - are maintained
according to The Guide to Personnel Recordkeeping, an Office of Personnel Management (OPM) manual that
prescribes a system of recordkeeping for Federal personnel.

A new item has been added to this schedule to authorize the destruction of electronic mail and word processing records
maintained by the BLM in addition to the copy in the recordkeeping system. This item covers electronic copies of
electronic mail and word processing records created and used solely to produce the recordkeeping copy, and electronic
copies of electronic mail and word processing records that are needed in addition to the recordkeeping copy for
dissemination, revision, or updating.

|Item |Rec0rd Series Description Disposition Authority

1 OFFICIAL PERSONNEL FOLDERS (OPFs) [1400-293]. Records filed on
right side of the OPF (see Schedule 1/10 for temporary papers on left side of
OPF). Folders covering employment terminated after 12/31/1920, excluding
those selected by NARA for permanent retention. Forms: OF-5, 8, 69, 136, 137,
138, 140, 141; SF-14, 15, 49-52, 59, 61, 61b, 66, 75, 85, 85a, 86, 127, 144, 171-
172,176, 177, 180, 182, 813, 1150, 1152, 2800-2804, 2808-2810, 2816-2824,
2824c, 3102, 3104, 3105, 3106a, 3107, 3107-1, 5515; BLM 1400-72, 74, 92, 97,
INS I-9; OPM-1170/17, 1367, 1368, 1465, 1514, 1528, 1555, 1560, 1561; TSP-
1, TSP-3. Confidentiality: Non-public record category 3; Privacy Act System
Interior/OS-79. Vital: Legal and financial rights records. Location: WO, Center,
SO, and some FO Personnel Offices. Exclusions: Volunteer personnel files
(Schedule 1/42), supervisor's copies of OPF documents and other duplicate OPF
documentation (Schedule 1/18), and OPFs for employment terminated prior to
01/01/1921 (contact NARA).

a. Transferred Employees. -See Chapter 7 of The Guide to
Personnel Recordkeeping for
instructions relating to folders
of employees transferred to
another agency. GRS 1/1a.

b. Separated Employees. TEMPORARY. Transfer to
National Personnel Records

BLM Manual Rel. 1-1686
Supersedes Rel. 1-1660 10/22/03
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Center (NPRC), St. Louis,
MO, 30 days after latest
separation. NPRC destroys 65
years after separation from
federal service. GRS 1/1b.

2 SERVICE RECORD CARDS [1400-290]. Forms: SF-7, 7a, or equivalent.

Confidentiality: Non-public record category 3; Privacy Act System Interior/OS-

79. Location: WO, Center, SO Personnel Offices. NOTE: Effective 12/31/1994,

the SF-7 card became obsolete.

a. Employees Separated or Transferred on or before TEMPORARY. Transfer to

12/31/1947. NPRC, St. Louis, MO. Destroy
60 years after earliest
personnel action. GRS 1/2a.

b. Employees Separated or Transferred on or after TEMPORARY. Destroy 3

01/01/1948. years after separation or
transfer of employee. GRS
1/2b.

3 PERSONNEL CORRESPONDENCE FILES [1400]. Correspondence, TEMPORARY. Destroy when
reports, and other records relating to the general administration and operation of |3 years old. GRS 1/3.
personnel functions. Exclusions: Records specifically described elsewhere in
this schedule and records maintained at agency staff planning levels.

4 OFFERS OF EMPLOYMENT FILES [1400-300]. Correspondence including
letters and telegrams offering appointments to potential employees. Forms: OF-

5. Confidentiality: Non-public record category 3; Privacy Act System

Interior/OS-79. Location: All.

a. Employment Offers Accepted. TEMPORARY. Destroy when
appointment is effective. GRS
1/4a.

’ ’b. Employment Offers Declined.

(1) When Name is Received from Certificate of TEMPORARY. Return to
Eligibles. OPM with reply and
application. GRS 1/4b(1).
?2) Temporary or Excepted Appointment. File with the application
(Schedule 1/15). GRS 1/4b(2).
3) All Others. TEMPORARY. Destroy
immediately. GRS 1/4b(3).

‘5 ‘RESERVED

6 EMPLOYEE RECORD CARDS [1400-293]. Employee record cards used for | TEMPORARY. Destroy on
informational purposes outside personnel offices. Forms: SF-7b, BLM1400-71. |separation or transfer of
NOTE: Effective 12/31/1994, the SF-7 card became obsolete. Confidentiality:  |employee. GRS 1/6.
Non-public record category 3; Privacy Act System Interior/OS-79. Location:

All

7 POSITION CLASSIFICATION FILES [1400-511]. Forms: OF-8
.Confidentiality: Mixed: Non-public record category 3 and Public record
category 1; Privacy Act System Interior/OS-79.

‘ ‘a. Position Classification Standards Files.

(1) Position Classification Standards and TEMPORARY. Destroy when
Guidelines. Issued or reviewed by OPM and  |superseded or obsolete. GRS
used to classify and evaluate positions within  |[1/7a(1).
the BLM. Location: All.
BLM Manual Rel. 1-1686
Supersedes Rel. 1-1660 10/22/03
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2) Position Classification Standards

Correspondence and other records re.

development of standards for classification of

positions peculiar to the BLM and OPM

approval or disapproval. Location: WO,

Center, SO Personnel Offices.

(@ Case File. TEMPORARY. Destroy 5
years after position is abolished
or description is superseded.
GRS 1/7a(2)(a).

(b) Review File. TEMPORARY. Destroy when
2 years old. GRS 1/7a(2)(b).

b. Position Descriptions. Record copy of position TEMPORARY. Destroy 2

descriptions which include information on title, series,
grade, duties and responsibilities, and related
documents. Location: All. Exclusions: Copies in
individual OPFs.

years after position is abolished
or description is superseded.
GRS1/7b.

c. Survey Files. Location: WO, Center, SO Personnel
Offices.

(1) Position Classification Survey Reports.
Reports on various positions prepared by

classification specialists, including periodic

TEMPORARY. Destroy when
3 years old or 2 years after
regular inspection, whichever

reports. is sooner. GRS 1/7¢(1).

2) Inspection, Audit, and Survey Files. Including |TEMPORARY. Destroy when
correspondence, reports, other records re. obsolete or superseded. GRS
inspections, surveys, desk audits, and 1/7¢(2).
evaluations. Location: All.

d. Position Classification Appeals Files. Location: WO,

Center, SO Personnel Offices.

(1) Case files re. classification appeals, excluding |TEMPORARY. Destroy 3
OPM classification certificate. years after case is closed. GRS

1/7d(1).

2) Certificates of classification issued by OPM. | TEMPORARY. Destroy after

the affected position is
abolished or superseded. GRS
1/7d(2).

PERSONNEL INTERVIEW FILES [1400-300]. Correspondence, reports,
and other records re. interviews with employees, including "exit" interviews.
Exclusions: employment interview for 1) merit promotion (Schedule 1/32); 2)
OPM certificates (Schedule 1/33); 3) all other employment interviews (Schedule
1/15 with applications, etc.). Confidentiality: Non-public record category 3;
Privacy Act System Interior/OS-79. Location: All.

TEMPORARY. Destroy 6
months after transfer or

separation of employee. GRS
1/8.

PERFORMANCE RATING BOARD CASE FILES [1400-430]. Copies of
case files forwarded to OPM re. performance rating board reviews. Forms:
BLM1400-94, 98-102. Confidentiality: Non-public record category 3; Privacy
Act System Interior/OS-79. Vital: Legal and financial rights records. Location:
WO, Center, SO Personnel Offices.

TEMPORARY. Destroy 1 year
after case is closed. GRS 1/9.

10

OPF TEMPORARY INDIVIDUAL EMPLOYEE FILES [1400-293].
Confidentiality: Non-public record category 3; Privacy Act System Interior/OS-
79. Location: WO, Center, SO Personnel Offices. Exclusions: Performance-
related records (Schedule 1/23), and Immigration and Naturalization Service
Form I-9 (Schedule 1/10b).

BLM Manual
Supersedes Rel. 1-1660

Rel. 1-1686
10/22/03
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a. All copies of correspondence and forms maintained on
left side of OPF in accordance with Chapter 3 of The
Guide to Personnel Recordkeeping.

TEMPORARY. Destroy when
superseded or obsolete, or
upon separation or transfer of
employee or when 1 year old,
unless specifically required to
be transferred with the OPF.
GRS 1/10a.

b. Immigration and Naturalization Service Form I-9.

TEMPORARY. Destroy 3
years after employee separates
from service or transfers to
another agency. GRS 1/10b.

11 |[POSITION IDENTIFICATION STRIPS. Strips used to provide summary TEMPORARY. Destroy when
data on each position occupied. Forms: former SF-7d (obsolete effective superseded or obsolete. GRS
12/31/1994). Confidentiality: Non-public record category 3; Privacy Act System |1/11.

Interior/OS-79. Location: All.
12 |[EMPLOYEE AWARDS FILES [1400-451]. Forms: OF-163, 164; DI-398,

399-402, 405, 411; BLM 1400-17, 18, 19, 40, 70, 70a, 79, 85, 93, 95.
Confidentiality: Non-public record category 3; Privacy Act System Interior/OS-
79. Vital: Legal and financial rights records. Location: All. Exclusions: Records
relating to department-level awards must be scheduled by submitting an SF-115
to NARA and copies of letters of commendation, length of service, and
appreciation filed in the OPF (Schedule 1/1).

‘a. General Awards Files.

correspondence, reports, computations of service and
sick leave, and lists of awardees.

(1) Case Files. Including recommendations, TEMPORARY. Destroy 2
approved nominations, correspondence, years after approval or
reports, and related handbooks re. The BLM-  |disapproval. GRS 1/12a(1).
sponsored cash and noncash awards such as
incentive awards, within-grade merit increases,
suggestions, and outstanding performance.

2) Correspondence. Pertaining to awards from TEMPORARY. Destroy when
other federal agencies or nonfederal 2 years old. GRS 1/12a(2).
organizations.

b. Length of Service and Sick Leave Awards. Including TEMPORARY. Destroy when

1 year old. GRS 1/12b.

c. Letters of Commendation and Appreciation. Copies of
letters recognizing length of service and retirement and
letters of appreciation and commendation for
performance. Exclusions: copies filed in the OPF.

TEMPORARY. Destroy when
2 years old. GRS 1/12c.

d. Awards Lists or Indexes to Award Nominations. Lists of
nominees and winners and indexes of nominations.

TEMPORARY. Destroy when
superseded or obsolete. GRS
1/12d.

13 |EMPLOYEE INCENTIVE AWARDS PROGRAM REPORT FILES TEMPORARY. Destroy when
[1400-451]. Reports re. operation of the incentive awards programs. Forms: 3 years old. GRS 1/13.
OPM 1465; BLM 1400-73. Confidentiality: Non-public record category 3;
Privacy Act System Interior/LLM-26. Location: WO, Center, SO personnel.

14 |NOTIFICATIONS OF PERSONNEL ACTIONS [1400-290]. Documenting

all individual personnel actions such as employment, promotions, transfers,
separation. Forms: SF-50, 50a, 50b. Confidentiality: Non-public record category
3; Privacy Act System Interior/OS-79. Location: All. Exclusions: Copies in
OPFs (Schedule 1/1).

’a. Chronological File Copies. Including fact sheets TEMPORARY. Destroy when
BLM Manual Rel. 1-1686
Supersedes Rel. 1-1660 10/22/03
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| |maintained in personnel offices.

2 years old. GRS 1/14a.

b. All Other Copies. TEMPORARY. Destroy when
1 year old. GRS 1/14b.

15 |EMPLOYMENT APPLICATIONS [1400-333]. Applications and related TEMPORARY. Destroy upon
records, including interview records. Forms: OF-49, 50, 51, 612; SF-171, 171a, [receipt of OPM inspection
172, 2817, resumes and other applications that agencies may develop for unique |report or when 2 years old,
jobs with specialized requirements. Confidentiality: Non-public record category |whichever is earlier. GRS 1/15.
3; Privacy Act System Interior/OS-79. Location: All. Exclusions: Copies filed in
individual OPFs (Schedule 1/1), records re. appointments requiring Senatorial
confirmation and applications resulting in appointment filed in OPF (Schedule
1/1).

16 |PERSONNEL OPERATIONS STATISTICAL REPORTS [1400-291]. TEMPORARY. Destroy when
Statistical reports in operating personnel office and subordinate units relating to |2 years old. GRS 1/16.
personnel. Forms: SF-113a, 113e. Confidentiality: Non-public record category
3; Privacy Act System Interior/OS-79. Location: All.

17 |EMPLOYEE CORRESPONDENCE AND FORMS FILES [1400-295].

Operating personnel office records re. individual employees not maintained in

OPFs and not provided for elsewhere in this Schedule. Forms: SF-127.

Confidentiality: Non-public record category 3; Privacy Act System Interior/OS-

79. Vital: Legal and financial rights records. Location: WO, Center, SO

Personnel Offices.

a. Employee Correspondence and Forms re. Pending TEMPORARY. Destroy when
Personnel Actions. action is completed. GRS

1/17a.
’ ’b. Retention Registers and Related Records.
(1) Registers and related records used to effect RIF [TEMPORARY. Destroy when
actions. 2 years old. GRS 1/17b(1).
2) Registers from which no RIF actions have been [TEMPORARY. Destroy when
taken and related records. superseded or obsolete. GRS
1/17b(2).
c. All Other Employee Correspondence and Forms. TEMPORARY. Destroy when
6 months old. GRS 1/17c.

18 |SUPERVISOR'S PERSONNEL FILES AND DUPLICATE OPF
DOCUMENTS [1400-290]. Confidentiality: Non-public record category 3;

Privacy Act System Interior/OS-79. Location: All.

a. Supervisor's Personnel Files. Correspondence, forms, TEMPORARY. Review
and other records re. positions, authorizations, pending |annually and destroy
actions, copies of position descriptions, requests for superseded or obsolete
personnel action, and records on individual employees (documents, or destroy all
duplicated in or not appropriate for the OPF. documents re. an individual

employee within 1 year after
separation or transfer. GRS
1/18a.

b. Duplicate OPF Documentation. Other copies of TEMPORARY. Destroy when
documents duplicated in the OPFs not provided for 6 months old. GRS 1/18b.
elsewhere in this Schedule.

19 |INDIVIDUAL NONOCCUPATIONAL HEALTH RECORD FILES [1400- [TEMPORARY. Destroy 6
293]. Forms, correspondence, and other records, including summary records, years after date of last entry.
documenting individual employee's medical history, physical condition, and GRS 1/19.
visits to Government health facilities, for nonwork-related purposes.

Confidentiality: Non-public record category 3; Privacy Act System Interior/OS-

79. Location: WO, Center, SO Personnel Offices. Exclusions: Employee

BLM Manual Rel. 1-1686

Supersedes Rel. 1-1660 10/22/03
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|medical folder records (Schedule 1/21).

20 |HEALTH UNIT CONTROL FILES [1400-293]. Logs or registers reflecting |Currently, the BLM does not
daily number of visits to dispensaries, first aid rooms and health units. maintain health unit records.
Confidentiality: Non-public records category 3; Privacy Act System GRS 1/20a & b.
Interior/OS-79.

21 |[EMPLOYEE MEDICAL FOLDER [1400-293]. Forms: CA-1, 2-8, 16, 17,

20; SF-3105c. Confidentiality: Non-public record category 3; Privacy Act

System Interior/OS-79. Vital: Legal and financial rights records. Location: WO,

Center, SO Personnel Offices. Exclusions: Electronic master files and data bases

created to supplement or replace the records covered by this item are not

authorized for disposal (submit SF-115 to NARA).

a. Long Term Medical Records. As defined in 5 CFR 293,

Subpart E.

(1) Transferred Employees. See 5 CFR 293, Subpart E for
instructions. GRS 1/21a(1).

2) Separated Employees. TEMPORARY. Transfer to
NPRC, St. Louis, MO, 30 days
after separation. NPRC
destroys 75 years after birth
date of employee; 60 years
after date of earliest document
in the folder, if the date of birth
cannot be ascertained; or 30
years after latest separation,
whichever is later. GRS
1/21a(2).

b. Temporary or Short Term Records. As defined in the TEMPORARY. Destroy 1 year
Federal Personnel Manual (FPM). after separation or transfer of

employee. GRS 1/21b.

c. Individual Employee Health Case Files Created Prior to |TEMPORARY. Destroy 60
the EMF System that have been retired to a NARA years after retirement to a
records storage facility. NARA records storage facility.

GRS 1/21c.

22 |[EMPLOYEE HEALTH STATISTICAL SUMMARIES [1400-792]. Copies |TEMPORARY. Destroy when

of statistical summaries and reports with related papers pertaining to employee |2 years old. GRS 1/22.
health, retained by the reporting unit. Confidentiality: Non-public record
category 3; Privacy Act System Interior/OS-79. Location: All. Exclusions:
Electronic master files and data bases created to supplement or replace the
records covered by this item are not authorized for disposal (submit SF-115 to
NARA).

23 |[EMPLOYEE PERFORMANCE FILE SYSTEM FILES [1400-300]. Forms:

BLM 1400-90. Confidentiality: Non-public record category 3; Privacy Act
System Interior/OS-76. Vital: Legal and financial rights records. Location: WO,
Center, SO Personnel Offices. Exclusions: Performance records pertaining to
Presidential appointees are not authorized for disposal (submit SF-115 to
NARA).

‘a. Non-SES Appointees. As defined in 5 USC 4301(2).

8 Appraisals of Unacceptable Performance.
Where a notice of proposed demotion or
removal is issued but not effected, and all

related documents.

TEMPORARY. Destroy after
employee completes 1 year of
acceptable performance from
the date of the written advance
notice of proposed removal or

reduction in grade notice. GRS

BLM Manual
Supersedes Rel. 1-1660

Rel. 1-1686
10/22/03
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[ | | [1/23a(1).

2) Superseded Performance Files. Superseded TEMPORARY. Destroy when
through an administrative, judicial, or quasi-  |superseded. GRS 1/23a(2).
judicial procedure.

‘ ‘ ‘(3) ‘F ormer Employee Performance Files. ‘

(a) Latest Rating of Record 3 [TEMPORARY. Place records
Years Old or Less. And on left side of OPF and
performance plan upon forward to gaining federal
which it is based and any  |agency upon transfer or to
summary rating. NPRC if employee separates

(GRS 1/1b). An agency
retrieving an OPF from NPRC
will dispose of these
documents in accordance with
GRS 1/23a(3)(b). GRS
1/23a(3)(a).

(b) All Other Performance TEMPORARY. Destroy when
Plans and Ratings. 4 years old. GRS 1/23a(3)(b).

“4) All Other Summary Performance Appraisal TEMPORARY. Destroy 4
Files. Including performance appraisals and job [years after date of appraisal.
elements and standards upon which they are GRS 1/23a(4).
based.

5) Supporting Documents. TEMPORARY. Destroy 4

years after date of appraisal.
GRS 1/23a(5).

‘b. SES Appointees. As defined in 5 USC 3132a(2).

(1) Superseded Performance Files. Superseded TEMPORARY. Destroy when
through an administrative, judicial, or quasi-  |superseded. GRS 1/23b(1).
judicial procedures.

2) Former SES Appointee Performance-Related
Files.

(a) Latest Rating of Record TEMPORARY. Place records
Less Than 5 Years Old. on left side of OPF and
And performance plan upon |forward to gaining federal
which it is based and any  |agency upon transfer or to
summary rating. NPRC if employee leaves
federal service (GRS 1/1b). An
agency retrieving an OPF from
NPRC will dispose of these
documents in accordance with
GRS 1/23b(2)(b). GRS
1/23b(2)(a).
(b) All Other Performance TEMPORARY. Destroy when
Ratings and Plans. 5 years old. GRS 1/23b(2)(b).

3) All Other Performance Appraisals. Along with [TEMPORARY. Destroy 5
job elements and standards (job expectations) |years after date of appraisal.
upon which they are based. Exclusions: those GRS 1/23b(3).
for SES appointees serving on a Presidential
appointment (5 CFR 214).

4) Supporting Documents. TEMPORARY. Destroy 5

years after date of appraisal.
GRS 1/23b(4).
BLM Manual Rel. 1-1686
Supersedes Rel. 1-1660 10/22/03
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‘24 ‘RESERVED

25 |[EQUAL EMPLOYMENT OPPORTUNITY (EEO) FILES [1400-713].

Forms: SF-278. Confidentiality: Non-public record category 3; Privacy Act

System Interior/OS-18. Vital: Legal and financial rights records. Exclusions:

Electronic master files and data bases created to supplement or replace the

records covered by this item are not authorized for disposal (submit SF-111 to

NARA).

a. EEO Official Discrimination Complaint Case Files. TEMPORARY. Destroy 4
Originating agency's file containing complaints with years after resolution of case.
related correspondence, reports, exhibits, withdrawal GRS 1/25a.
notices, copies of decisions, records of hearings and
meetings, and other records as described in 29 CFR
1613.222. Cases resolved within the BLM, by DOI, by
EEOC, or by a U.S. Court. Location: WO, Centers, SO.

b. EEO Complaint Duplicate Files. Duplicate case files or |[TEMPORARY. Destroy 1 year
documents re. case files retained in the official after resolution of case. GRS
discrimination complaint case files. Location: All 1/25b.

’ ’c. EEO Preliminary and Background Files. Location: All.

(1) Background records not filed in the official TEMPORARY. Destroy 2
discrimination complaint case files. years after final resolution of

case. GRS 1/25¢(1).

2) Records documenting complaints that do not [TEMPORARY. Destroy when
develop into official discrimination complaint |2 years old. GRS 1/25¢(2).
cases.

‘ ‘d. EEO Compliance Files. Location: WO, Centers, SO.

8 EEO Compliance Review Files. Reviews, TEMPORARY. Destroy when
background documents and correspondence re. |7 years old. GRS 1/25d(1).
contractor employment practices.

2) EEO Compliance Reports. TEMPORARY. Destroy when

3 years old. GRS 1/25d(2).

e. EEO Employee Housing Requests. Forms requesting the [TEMPORARY. Destroy when
BLM assistance in housing matters, such as rental or 1 year old. GRS 1/25e.
purchase. Location: WO, Centers, SO.

f. EEO Employment Statistics Files. Record copies of TEMPORARY. Destroy when
employment statistics re. race and sex. Location: All. 5 years old. GRS 1/25f.

g. EEO General Files. General correspondence and copies [TEMPORARY. Destroy when
of regulations with related records re. the Civil Rights |3 years old or when superseded
Act of 1964, EEO Act of 1972, and any pertinent later  |or obsolete, whichever is
legislation; and BLM EEO Committee meeting records |applicable. GRS 1/25g.
including minutes and reports. Location: All.

‘ ‘h. EEO Affirmative Action Plans (AAPs).

1) AAP Consolidated Files. Headquarters EEO ~ [TEMPORARY. Destroy 5
Office copy of consolidated AAPs. Location: |years from date of plan. GRS
WO. 1/25h(1).

2) AAP Feeder Plans to Consolidated AAPs. TEMPORARY. Destroy 5
Location: All. years from date of feeder plan

or when administrative
purposes have been served,
whichever is sooner. GRS
1/25h(2).
BLM Manual Rel. 1-1686
Supersedes Rel. 1-1660 10/22/03
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3) AAP On-Site Review Reports. Record copies. [TEMPORARY. Destroy 5
Location: AlL years from date of report. GRS
1/25h(3).

4) Affirmative Action Accomplishment Annual [TEMPORARY. Destroy 5

Reports. Record copies. Location: WO. years from date of report. GRS
1/25h(4).
26 |[PERSONNEL COUNSELING FILES [1400-700]. Confidentiality: Non-

public record category 3; Privacy Act System Interior/OS-79. Vital: Legal and

financial rights records.

a. Personnel Counseling Files. Reports of interviews, TEMPORARY. Destroy 3
analyses, and related records. Location: WO, Center, SO |years after termination of
Personnel Offices. counseling. GRS 1/26a.

b. Alcohol and Drug Abuse Program Files. Records TEMPORARY. Destroy when
created in planning, coordinating, and directing an 3 years old. GRS 1/26b.
alcohol and drug abuse program. Location: All.

27 [RESERVED
28 |LABOR MANAGEMENT RELATIONS FILES [1400-711]. Confidentiality:

Non-public record category 3; Privacy Act System Interior/OS-79. Vital: Legal

and financial rights records. Location: All.

a. Labor Management Relations General and Case Files.

Correspondence, memoranda, reports, and other records

re. the relationship between management and employee

unions or other groups.

8 Office Negotiating Agreement. TEMPORARY. Destroy 5
years after expiration of
agreement. GRS 1/28a(1).

2) Other Offices. TEMPORARY. Destroy when
superseded or obsolete. GRS
1/28a(2).

b. Labor Arbitration General and Case Files. TEMPORARY. Destroy 5
Correspondence, forms, and background papers re. labor |years after final resolution of
arbitration cases. case. GRS 1/28b.

29 |TRAINING FILES [1400-410]. Confidentiality: Non-public record category 3;

Privacy Act System Interior/OS-76. Location: All. Exclusions: Records of

formally established schools which train employees in specialized program

areas, such as law enforcement and national defense.

a. General Files of the BLM-Sponsored Training.

Exclusions: General subject files re. training (Schedule

23/1a), reference copies of training catalogs (Schedule

23/21), and record copy of manuals, syllabuses,

textbooks and other training aids developed by the BLM

(Schedule 1/29p).

8 Files re. Establishment and Operation of TEMPORARY. Destroy when

Training Courses and Conferences. Includes 5 years old or 5 years after
correspondence, memoranda, agreements, completion of a specific
authorizations, reports, requirement reviews,  [training program. GRS
plans, and objectives. Forms: SF-182. 1/29a(1).

2) Background and Working Files. TEMPORARY. Destroy when
3 years old. GRS 1/29a(2).

b. Employee Training - Other Than the BLM. TEMPORARY. Destroy when
Correspondence, memoranda, reports and other records |5 years old or when superseded

BLM Manual Rel. 1-1686
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re. the availability of training and employee
participation in training programs sponsored by other
government agencies or nongovernment institutions.

or obsolete, whichever is
sooner. GRS 1/29b.

Reserved

p- Training Aids and Indexes - Record Copies. One record
copy of each training aid (and related index) from the
originating office. Consists of training manuals,
syllabuses, textbooks or other aids developed by the
BLM for training purposes. Forms: BLM 1400-87.
Exclusions: Audiovisual training aids (Schedule 21/28,
29, 31) and reference copies of training aids and training
catalogs (Schedule 23/21). Location: All.

1) Training Aids Relating Specifically to the

BLM Policies, Programs, or Activities.

PERMANENT. Cutoff EOFY
in which issued. Transfer one
copy to FRC 2 years after
cutoff. FRC transfers to NARA
in 5-year blocks when most
recent records are 5 years old
(e.g., transfer 1980-84 files in
1990). NARA Job NC1-49-85-
2, 1/30a(1).

2) Training Aids Relating to General

Management and Administrative Activities.

TEMPORARY. Cutoff EOFY
in which issued. Transfer one
copy to FRC 2 years after
cutoff. FRC destroys 15 years
after cutoff. NARA Job NC1-
49-85-2, 1/30a(2).

30 |(ADMINISTRATIVE GRIEVANCE, DISCIPLINARY, AND ADVERSE
ACTION FILES [1400-750]. Confidentiality: Non-public record category 3;

Privacy Act System Interior/OS-78. Vital: Legal and financial rights records.

Exclusions: Copies of reprimand letters filed in the OPF. Location: WO, Center,

SO Personnel Offices.

a. Employee Grievance Files (5 CFR 771). Records re. TEMPORARY. Destroy 5
grievances raised by the BLM employees, except EEO |years after case is closed. GRS
complaints. These case files include statements of 1/30a.
witnesses, reports of interviews and hearings,
examiner's findings and recommendations, a copy of the
original decision, related correspondence and exhibits,
and records re. a reconsideration request.

b. Employee Adverse Action Case Files (5 CFR 752) and |[TEMPORARY. Destroy 5
Performance-Based Action (5 CFR 432). Case files and |years after case closed. GRS
records re. adverse actions and performance-based 1/30b.
actions (removal, suspension, reduction-in-force,
furlough) against employees. The file includes a copy of
the proposed adverse action with supporting documents;
statements of witnesses; employee's reply; hearing
notices, reports and decisions; reversal of action; and
appeal records.

31 |[PERSONAL INJURY (ACCIDENT) CASE FILES [1400-810]. Forms, TEMPORARY. Cutoff on
reports, correspondence, and related medical and investigatory records re. on-  [termination of compensation or
the-job injuries, including volunteer-related incidents, whether or not a claim for [when deadline for filing a
compensation was made. Forms: DI-134, and reference copies of CA-1, 2-8, 16, |claim has passed. Destroy 3
17, 20; OWCP-1500. Confidentiality: Nonpublic record category 3; Privacy Act |years after cutoff. GRS 1/31.
System Interior/LLM-13. Vital: Legal and financial rights records. Location:

BLM Manual Rel. 1-1686
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All. Exclusions: Copies in Employee Medical Folder (Schedule 1/21) and copies

submitted to Department of Labor; OSHA files (Schedule 1/34); motor vehicle

accident files (Schedule 10/5); tort claim files (Schedule 6/10a).

32 |[EMPLOYEE MERIT PROMOTION CASE FILES [1400-335]. Records re. |[TEMPORARY. Destroy after
the promotion of an individual that document qualification standards, evaluation |OPM audit or 2 years after the
methods, selection procedures, interview records, and evaluations of the personnel action is completed,
candidates. Forms: SF-171, 171a, 172, 2817; BLM 1400-68, 68a, 86, 86a. whichever is sooner. GRS
Confidentiality: Non-public record category 3; Privacy Act System Interior/OS- |1/32.

79. Vital: Legal and financial rights records. Location: WO, Center, SO

Personnel Offices.

33 |[EMPLOYMENT EXAMINATION AND CERTIFICATION FILES [1400-

337]. Delegated agreements and related records created under the authority of 5

USC 1104 between OPM and agencies allowing for the examination and

certification of applicants for employment, including interview records. Forms:

SF-39, 39A. Confidentiality: Non-public record category 3; Privacy Act System

Interior/OS-79. Location: WO, Center, SO Personnel Offices.

a. Delegated Agreements. TEMPORARY. Destroy 3
years after termination of
agreement. GRS 1/33a.

b. Correspondence concerning applications, certification of [ TEMPORARY. Cutoff EOFY.
eligibles, and all other examining and recruiting annually. Destroy 1 year after
operations. Such correspondence, includes, but not cutoff. GRS 1/33b.
limited to, correspondence from Congress, White
House, and the general public, and correspondence
regarding accommodations for holding examinations
and shipment of test materials.

¢ Correspondence or notices received from eligible TEMPORARY. Destroy 90
indication a change in name, address, or availability days after updating the

appropriate record in the
registry or inventory GRS
1/33¢

d. Test Material Stock Control. Stock control records of |TEMPORARY. Destroy when
examination test material including running inventory of [test is superseded or obsolete.
test material in stock. GRS 1/33d.

¢ Application Record Card. Forms: OPM 5000a, or TEMPORARY. Cutoff after
equivalent. examination. Destroy no later

than 90 days after cutoff. GRS
1/33e.

£ Examination Announcement Case Files. TEMPORARY. Cutoff EOFY
Correspondence re. examination requirements, final after termination of related
version of announcement(s) issued, subsequent register or inventory or after
amendments to announcement(s), public notice final action in taken on the
documentation, rating schedule, job analysis certificate generated by case
documentation, record of selective and quality rating examining procedures. Destroy
factors, rating procedures, transmutation tables, and 2 years after cutoff. GRS
other documents associated with the job 1/33f.
announcement(s) and the development of the
register/inventory or case examination (Schedule 1/7a).

& Register of Eligibles. Documenting eligibility of an TEMPORARY. Cutoff EOFY
individual for federal jobs. Forms: OPM 5001c¢ or in which the register of

BLM Manual Rel. 1-1686
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equivalent. inventory is terminated.
Destroy 2 years after cutoff.
GRS 1/33g.

‘ ‘h. RESERVED

i. Test Answer Sheets. Written test answer sheets for both | TEMPORARY. Destroy when
eligibles and ineligibles. Filed by date of processing. 6 months old. GRS 1/33i.

J- Lost or Exposed Test Material Case Files. Records TEMPORARY. Cutoff
showing the circumstances of loss, nature of the annually. Destroy 5 years after
recovery action and correction action required. cutoff. GRS 1/33;.

k. Cancelled and ineligible applications for positions filled [TEMPORARY. Cutoff EOFY.
from a register or inventory. Such documents include |Destroy 1 year after cutoff.
Optional Form (OF) 612,, resumes, supplemental forms, |GRS 1/33k
and attachments, whether in hard copy or electronic
format.

L Eligible applications for positions filled from a register |TEMPORARY. Cutoff
or inventory, including OF 612, resumes, supplemental |annually. Destroy 1 year after
forms, and attachments, whether in hard copy or cutoff. GRS 1/331.
electronic format. Forms: SF-59; OPM 648 or
equivalent.

8 On active register or inventory. TEMPORARY. Destroy 90
days after termination of the
register or inventory, (except
for those applications that may
be brought forward to a new
register or inventory, if any).
GRS 1/331(1)

2) On inactive register or inventory. TEMPORARY. Cut off
annually. Destroy 1 year after
cut off. GRS 1/331(2).

- Ineligible or incomplete applications for positions filled |[TEMPORARY. Cutoff EOFY.
by case examining. Such documents include OF 612,  |Destroy 2 year after cutoff.
resumes, supplemental forms, whether hard copy or GRS 1/33m.
electronic format.

n. Eligible applications for positions filled by case TEMPORARY. Cutoff
examining that either are not referred to the hiring annually. Destroy 2 years after
official or are returned to the examining office by the cutoff. GRS 1/33n.
hiring official. Such documents include OF 612,
resumes, supplemental forms, and attachments, whether
in hard copy or electronic format.

0 Requests for Prior Approval. Of personnel actions TEMPORARY. Cutoff EOFY.
taken by agencies on such matters as promotion, Destroy 1 year after cutoff.
transfer, reinstatement, or change in status. Forms: SF- |GRS 1/330.

59; OPM 648 or equivalent.

p- Certificate Files. All papers upon which the TEMPORARY. Cutoff EOFY.
certification was based; The list of eligibles screened for |Destroy 2 years after cutoff.
the vacancies, ratings assigned, availability statement, |GRS 1/33p.
the certificate of eligibles that was issued to the
selecting official, the annotated certificate of eligibles
that was returned from the selecting official, and other
documentation material designated by the examiner for

BLM Manual Rel. 1-1686
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‘ retetion. Forms: SF-39, 39a, or equivalent.

q- Certificate Files, including SF 39, SF 39A, or
equivalent, and all papers upon which the certification
was based: the list of eligibles screened for the
vacancies, ratings assigned, availability statements, the
certificate of eligibles that was issued to the selecting
official, the annotated certificate of eligibles that was
returned from the selecting official, and other
documentation material designated by the examiner for

TEMPORARY. Cut off
annually. Destroy 2 years after
cutoff. GRS 1/33q

retention.

I. Displaced Employee Program (DEP) and Interagency |TEMPORARY. Destroy upon
Placement Program (IPP) application and registration expiration of employee's DEP
sheet. eligibility. GRS 1/33r

S. DEP control cards, if maintained. TEMPORARY. Cut off

annually. Destroy 2 years after
cut off. GRS 1/33s

t. Reports of audits of delegated examining operations. TEMPORARY. Destroy 3

years after date of the report.
GRS 1/33t
b. Unapproved requests. TEMPORARY. Destroy 1 year

after request is rejected. GRS
1/42b.

34

OCCUPATIONAL INJURY AND ILLNESS FILES [1112]. Reports and
logs maintained as prescribed in 29 CFR 1960 and OSHA Pamphlet 2014 to
document all recordable occupational injuries and illnesses for each
establishment. Includes volunteer occupational injury and illness reports. Forms:
OSHA 100, 101, 102, 200; DI-134, or equivalents. Confidentiality: Non-public
record category 3; Privacy Act System Interior/LLM-13. Location: WO, Center,
SO Personnel Offices.

35

HEALTH BENEFITS REQUESTS DENIED UNDER SPOUSE EQUITY
[1400-890]. Denied eligibility files consisting of applications, court orders, denial
letters, appeal letters, and related papers. Confidentiality: Non-public record
category 3; Privacy Act System Interior/OS-79. Vital: Legal and financial rights
records. Location: All. NOTE: Pursuant to Subchapter S17 of the FEHB
Handbook enrollment files of spouses eligible for benefits are transferred to OPM
when former spouse cancels the enrollment, when enrollment is terminated by the
employing office, or when former spouse begins receiving an annuity payment.

a. Health Benefits Denied - Not Appealed.

TEMPORARY. Destroy 3
years after denial. GRS 1/35a.

b. Health Benefits Denied - Appealed to OPM for
Reconsideration.

1) Appeal Successful - Benefits Granted.

TEMPORARY. Create
enrollment file in accordance
with Subchapter S17 of the
FEHB Handbook. GRS
1/35b(1).

2) Appeal Unsuccessful - Benefits

Denied.

TEMPORARY. Destroy 3
years after denial. GRS
1/35b(2).

36

FEDERAL WORKPLACE DRUG TESTING PROGRAM FILES [1400-
792]. Drug testing program records created under Executive Order 12564 and PL
100-71, Section 503 (101 Stat. 468). Forms: OMB 9999-0023. Confidentiality:

Non-public record category 3; Privacy Act System Interior/OS-79. Vital: Legal

BLM Manual
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adverse action case file(s)).

and financial rights records. Location: WO, Center, SO Personnel Offices.
Exclusions: Disciplinary action case files (Schedule 1/30), consolidated statistical
and narrative reports including annual reports to Congress, any records relevant to
litigation or disciplinary actions (destroy no earlier than the related litigation or

test results, including reports of testing, notifications
of employees/applicants and employing offices, and
documents re. follow up testing.

a. Drug Test Plans and Procedures. The BLM copies of | TEMPORARY. Destroy when
plans and procedures, with related drafts, 3 years old or when
correspondence, memoranda, and other records re.  |superseded, obsolete. GRS
development of procedures for drug testing 1/36a.
programs, including the determination of testing
incumbents in designated positions. Exclusions:

Documents filed in record sets of formal issuances

(directives, procedural handbooks, operating

manuals, and the like) (Schedule 16/1a).

b. Employee Acknowledgement of Notice Forms. TEMPORARY. Destroy when
Forms completed by employees whose positions are |employee separates from
designated sensitive for drug testing purposes testing designated position.
acknowledging that they have received notice that  |GRS 1/36b.
they may be tested.

c. Drug Test Selection and/or Scheduling Files. TEMPORARY. Destroy when
Records re. selection of specific employees and/or |3 years old. GRS 1/36¢.
applicants for testing and the scheduling of tests.

Included are lists of selectees, notification letters,

and testing schedules.

‘d. Drug Test Specimens Collection and Handling Files.

1) Permanent Record Books. Bound TEMPORARY. Destroy 3
books containing identifying data on |[years after date of last entry.
each specimen, recorded at each GRS 1/36d(1).
collection site in the order in which
the specimens were collected.

2) Chain of Custody Files. Forms and TEMPORARY. Destroy when
other records used to maintain control |3 years old. GRS 1/36d(2).
and accountability of specimens from
the point of collection to the final
disposition of the specimen.

e. Drug Test Results. Records documenting individual

‘ (1) Positive results.

(a) Employees. TEMPORARY. Destroy when
employee leaves the agency or
when 3 years old, whichever
is later. GRS 1/36¢(1)(a).

(b) Applicants not |TEMPORARY. Destroy when
accepted for 3 years old. GRS 1/36e(1)(b).
employment.

2) Negative results. TEMPORARY. Destroy when
3 years old. GRS 1/36e(2).

37 |DONATED LEAVE PROGRAM CASE FILES [1400-630]. Case files TEMPORARY. Beginning in
documenting the receipt and donation of leave for medical emergencies, including |January 1994, destroy 1 year
recipient applications, agency approvals or denials, medical or physician after the end of the year in
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certifications, leave donation records, supervisor/timekeeper approvals, leave which the file is closed. GRS

transfer records, payroll notification records, and leave program termination 1/37.

records. Forms: OF-630a. Confidentiality: Non-public record category 3; Privacy

Act System Interior/OS-85. Vital: Legal and financial rights records. Location:

All.

38 |WAGE SURVEY FILES [1400-530]. Wage survey reports and data, TEMPORARY. Destroy after
background documents and correspondence pertaining to area wages paid for each |completion of second
employee class; background papers establishing need, authorization, direction and |succeeding wage survey. GRS
analysis of wage surveys; development and implementation of wage schedules; 1/38.
and request for an authorization of specific rates. Confidentiality: Non-public
record category 3; Privacy Act System Interior/OS-85. Vital: Legal and financial
rights records. Exclusions: Authorized wage schedules and wage survey
recapitulation sheets. Location: All.

39 |RETIREMENT ASSISTANCE FILES [1400-830]. Correspondence, TEMPORARY. Destroy when
memoranda, annuity estimates, and other records used to assist retiring employee |1 year old. GRS 1/39.
or survivors claim insurance or retirement benefits. Confidentiality: Non-public
record category 3; Privacy Act System Interior/OS-85. Vital: Legal and financial
rights records. Location: All.

40 |HANDICAPPED INDIVIDUALS APPOINTMENT CASE FILES [1400- TEMPORARY. Destroy 5
302]. Case files containing position title and description; fully executed SF-171; |years following the date of
medical examiner's report; a brief statement explaining accommodation of approval or disapproval of
impairment; and other documents related to previous appointment, certification, [each case. GRS 1/40.
and/or acceptance or refusal, created in accordance with FPM 306-11, subchapter
4-2. Confidentiality: Non-public record category 3; Privacy Act System
Interior/OS-79. Vital: Legal and financial rights records. Location: All.

41 |[PAY COMPARABILITY RECORDS [1400-551]. Records created under TEMPORARY. Destroy 3
implementation of the Federal Employees Pay Comparability Act including years following the date of
written narratives and computerized transaction registers documenting use of approval or upon completion
retention, relocation, and recruitment bonuses, allowances, and supervisory of the relevant service
differentials and casefiles consisting of requests for and approval of recruitment  |agreement or allowance,
and relocation bonuses and retention allowances. Confidentiality: Non-public whichever is later. GRS 1/41.
record category 3; Privacy Act System Interior/OS-85. Vital: Legal and financial
rights records. Location: All.

42 |VOLUNTEER PERSONNEL FILES [1114]. Documenting the administration
and operation of the volunteer program and the activities of individuals or
organized groups who voluntarily and without compensation or reimbursement
provide personal services to BLM. Authority: FPM 308 and 370 DM 308. Forms:

SF-50, 171, 171a, 2817; OF-301; BLM 1114-1, 2, 4, 5, 5a; 1400-109.

Confidentiality: Non-public record category 3; Privacy Act System Interior/OS-

79. Vital: Legal and financial rights records. Exclusions: Volunteer personal

injury files (Schedule 1/31); volunteer-related motor vehicle accident files

(Schedule 10/5); volunteer action plans (Schedule 16/19. Location: All.

a. Volunteer Official Personnel Folders. Personnel files  TEMPORARY. Cutoff EOFY
as described in FPM 308.7-6d containing volunteer |in which services are
application, services agreement, performance terminated. Destroy 3 years
evaluation, certificate of appreciation, after cutoff. NARA Job N1-
correspondence, and related material. 49-90-6, 1/41a.

b. Volunteer Program Administrative Files. General TEMPORARY. Cutoff
correspondence, annual reports, and other material [EOFY. Destroy 2 years after
documenting the routine administration, internal cutoff. NARA Job N1-49-90-
procedures, and general activities of the volunteer 6, 1/41b.
program. Forms: BLM 1114-7.

43 |FIRE EXPERIENCE AND QUALIFICATIONS FILES [9215]. Files which  [TEMPORARY. Destroy when
document the qualifications of the BLM personnel to perform jobs associated superseded, obsolete, or no
with the fire management program. Authority: 42 USC 1856a. Confidentiality: longer needed for
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Non-public record category 3; Privacy Act System Interior/OS-76. Vital: Legal administrative or reference
and financial rights records. Location: All offices with fire management purposes. NARA Job N1-49-
responsibilities. 90-6, 1/43.

44- |Reserved

50

‘51 ‘ALTERNATIVE WORKSITE RECORDS.

a. Approved requests or applications. To participate in |TEMPORARY. Destroy 1
an alternative worksite program; agreements year after end of employee's
between the agency and the employee; and records  |participation in the program.
re. safety of the worksite, the installation and use of |GRS 1/42a.
equipment, hardware, and software, and the use of
secure, classified information or data subject to the
Privacy Act.

b. Unapproved requests. TEMPORARY. Destroy 1

year after request is rejected.
GRS 1/42b.

c. Forms and other Records. Generated by the agency |TEMPORARY. Destroy when
or the participating employee evaluating the 1 year old, or when no longer
alternative worksite program. needed, whichever is later.

GRS 1/42c¢.
52 |ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES.

Electronic copies of records that are created on electronic mail and word

processing systems and used solely to generate a recordkeeping copy of the

records covered by the other items in this schedule. Also includes electronic

copies of records created on electronic mail and word processing systems that are

maintained for updating, revision, or dissemination.

a. Copies that have No Further Administrative Value. |TEMPORARY.

After the recordkeeping copy is made. Includes Destroy/Delete within 180
copies maintained by individuals in personal files, |days after the recordkeeping
personal electronic mail directories, or other copy has been produced. GRS
personal directories on hard disk or network drives, |1/43a.

and copies on shared network drives that are used

only to produce the recordkeeping copy.

b. Copies Used for Dissemination, Revision, or TEMPORARY.

Updating. That are maintained in addition to the Destroy/Delete when
recordkeeping copy. dissemination, revision, or
updating is completed. GRS
1/43b.
[Reverse Intentionally Left Blank]
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Subject Code Index

Ahgm_thﬂn_dg...All43CFRsubjedﬁt.les(subjecteodeslSOO—M)havebeenlistedinthisindex,
including those that are "reserved.” SubjecteodeleOO-lSOOmnotlinkedtoBCFRbemusetheym
regulated by other agencies. Inmseswhu*eaBLMhhnualSecﬁonexists,theManualtiﬂeislisted. An
asterisk (*) following the title indicates no BLM Manual Section exists. The contact for assigning and
updating these subject codes is the Directives and Information Services Branch,

1000 - GENERAL MANAGEMENT®* 1144 - Reporting Nonsecurity
Irregularities and
1003 - Acting Officials* Employee Misconduct
1050 - Loss Control Management* 1160 - Statistics*
1060 - Occupational & Environmental Safety 1161 - Compilation*
and Health Management*

1162 - Analysis and Evaluation*
1100 - GENERAL ADMINISTRATION®

1163 - Coordination*
1102 - Passes and Employee

Identification Cards . 1164 - Publication*
1103 - Uniforms 1165 - Public Land Statistics*
1110 - Cross Functional Activities 1170 - Emergency Operations
Management*

1111 - Fire Business Management
1112 - Safety
H-1112-1 - Safety and Health Management

H-1112-2 - Safety and Health for Field
Operations

1113 - Official Use of Horses

1114 - Volunteers

1115 - Public Lands Education Program*
1120 - Public Affairs

1140 - Compliance*

BLM Manual Rel. 1-1645
Supersedes Rel. 1-1593 MTwenn T iy 12/21/94



Appendix 3, page 3

1220 - RECORDS AND INFORMATION MANAGEMENT

1200 - ADMINISTRATIVE MANAGEMENT*
1201 - Organization Managemeat

1202 - Organization Control

1203 - Delegation of Authority

1210 - Organization Structure and Functions*

1211 - Headquarters Office

1212 - State, District, and Resource Area
Offices

1216 - Service Center

1217 - Boise Interagency Fire Center

1218 - Other Field Offices*

1219 - Other Agencies*

1220 - Records and Information Management
1221 - Directives

H-1221-1 - Writing and Formatting
Directives

H-1221-2 - Accessing the Automated
Directives Digest
Bulletin
1222 - Reports Management
1223 - Forms Management
H-1223-1 - Forms Management
1240 - Evaluation Program

H-1240-1 - Handbook for Conducting
Evaluations

1241 - General Management Evaluations
H-1241-1 - Handbook for Conducting

General Management
Evaluations

BLM Manual
Supersedes Rel. 1-1593

1242 - Program Evaluations

H-1242-1 - Handbook for Program
Evaluations

1243 - Special Evaluations

1244 - Administrative and Technical
Procedures Reviews

H-1244-1 - Administrative Procedures
Review

1245 - Audit Coordination, Response, and
Followup

1250 - Manpower Improvements*

1251 - Productivity*

1252 - Human Resources Development*

1253 - Organization Development

1260 - Automated Data Proc&es_ing

1261 - Automation, Information Resources
Management (AIM) Modemization and
Life Cycle Management

H-1261-1 - AIM Project Structure

H-1261-2 - AIM Project Initiation

1262 - Standards

1263 - Equipment, Software, and
Services
1264 - Automated Information Systems
" Security Program

H-1264-1 - Automated Information
Systems Security
1266 - Training

1269 - SPM/M Systems Performance
Measurement/Management
(Capacity Management)

Rel. 1-1645
12/21/94
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1270 - Records Administration

H-1270-1 - Electronic Records Administration
1270-2 - Cost Recovery

H-1270-2 - Cost Recovery

1271 - BLM Information Access Center

1273 - Vital Records

H-1273-1 - Disaster Recovery Plan for
Paper and Film Records

1274 - Serialized Case File System

H-1274-1 - Serialized Case File System;
Automated Mining Claim
Recordation System

1275 - Land Status Records

1276 - Micrographics

H-1276-1 - Survey Field Note Indexing

H-1276-2 - Updatable Mining Claim
Microfilm System

1277 - GLO Project Records

1278 - External Access to BLM Information
1279 - Library Management

1283 - Data Administration

1290 - Telecommunications*

1291 - Frequency Authorizations

1292 - Radio Communications Management
1293 - Telephone Communications Management

1294 - Data Communications Management*

BLM Manual Rel. 1-1645
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1376 - Disbursements

1377 - Sales*

1378 - Letter of Credit

1379 - Payments in Lieu of Taxes

1380 - Financial Operating Procedures*

1381 - Compliance With Provisions of OMB
Circular A-76*

1382 - Travel

H-1382-1 - Change of Station Handbook
1383 - Assistant Disbursing Officer
1384 - Accountable Officers and Agents
1385 - Imprest Funds

1386 - Claims

1389 - Fiscal Procedures - Emergency
Evacuation*

1390 - Accounting Forms Index

BLM Manual
Supersedes Rel. 1-1593

Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

1400 - PERSONNEL MANAGEMENT

The 1400 series of the Index is double coded because
the Bureau’s coding for this subject area is combined
with the coding for the Federal Personnel Manual
(FPM). The Bureau’s code for Personnel
Management is 1400; the additional three numbers
for each subject represeats the FPM code for that
subject.

1400-100 - OFFICE OF PERSONNEL
MANAGEMENT*

1400-110 - OPM Regulations*
1400-171 - The OPM Issuance System™

1400-200 - GENERAL PERSONNEL
PROVISIONS*

1400-210 - Basic Concepts and Definitions*
1400-211 - Veteran Preference®

1400-212 - Competitive Service and
Competitive Status*

1400-213 - Excepted Service*

1400-230 - Organization of the Government
for Personnel Management*

1400-250 - Personnel Management in Agencies*

1400-251 - Intramanagement Communications
and Consultations*

1400-252 - Professional or Other
Associations*

1400-271 - Developing Policies, Procedures,
Programs, and Standards*

1400-273 - Inspections, Surveys, and Audits*
1400-274 - Corrective Actions*

1400-275 - Evaluation of Personnel
Managemeat*

BLM Manual
Supersedes Rel. 1-1593

1400-290 - Personnel Information*
1400-291 - Personnel Reports*

1400-292 - Personnel Data Standardization*
1400-293 - Personnel Records and Files*

1400-294 - Availability of Official
Information*

1400-295 - Personnel Forms and Documents*
1400-296 - Processing Personnel Actions

1400-297 - Protection of Privacy and
Personnel Records*

1400-298 - Federal Work Force Information
System*

1400-300 - EMPLOYMENT*
1400-301 - Overseas Employment
1400-302 - Seasonal Employment

1400-304 - Employment of Experts and
Consultants*

1400-305 - Employment Under the Executive
Assignment System™

1400-306 - Affirmative Action Plan for
Employment of the Handicapped
and Disabled Veterans

1400-307 - Transitional and Veterans
Readjustment Appointments™*

1400-308 - Youth and Student Employment
Programs*

1400-309 - Hosting Enrollees of Federal
Grant Programs*

1400-310 - Employment of Relatives*

1400-311 - Power of Appointment and
Removal

Rel. 1-1645
12/21/94
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1220 - RECORDS AND INFORMATION MANAGEMENT

1400-312 - Position Management

1400-315 - Career and Career-Conditional
Employment*

1400-316 - Temporary Employment*

1400-331 - Organization for Recruitment and
Examining®

1400-332 - Recruitment and Selection Through
Competitive Examination*

1400-333 - Recruitment and Selection for
Temporary and Term
Appointment Outside the
Register*

1400-334 - Temporary Assignment Under
Intergovernmental Personnel
Act*

1400-335 - Promotion and Internal
Placement Plan

1400-337 - Examining System*

1400-338 - Qualification Requirements (General)*
1400-339 - Qualification Requirements (Medical)*
1400-340 - Part-Time Employment*

1400-351 - Reduction-in-Force

1400-352 - Reemployment Rights*

1400-353 - Restoration to Duty*

1400-361 - Career Intern Program

1400-362 - Presidential Management Intern
Program*

1400-380 - Upward Mobility Program

1400-400 - EMPLOYEE PERFORMANCE AND
UTILIZATION*

1400-410 - Training

BLM Manual
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1400-412 - Executive Managemeat and
Supervisory Development*

1400-430 - Performance Management System
1400432 - Unacceptable Performance
1400-451 - Incentive Awards

1400-500 - POSITION CLASSIFICATION, PAY,
AND ALLOWANCES*

1400-511 - Classification Under the General
Schedule

1400-512 - Job Evaluation Under
Federal Wage System*

1400-530 - Pay Rates and Systems*
1400-531 - Pay Under the General Schedule
1400-532 - Federal Wage System

1400-534 - Pay Under Other Systems*
1400-536 - Grade and Pay Retention

1400-539 - Conversions Between Pay
Systems*

1400-540 - Performance Management and
Recognition System*

1400-550 - Pay Administration (General)

1400-551 - Fair Labor Standards Act*

1400-571 - Travel and Transportation for
Pre-Employment Interviews and
Recruitment*

1400-591 - Allowances and Differentials
Payable in Nonforeign Areas*

1400-600 - ATTENDANCE AND LEAVE*
1400-610 - Hours of Duty

1400-620 - Alternative Work Schedule*

Rel. 1-1645
12/21/94
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1220 - RECORDS AND INFORMATION MANAGEMENT

1400-630 - Absence and Leave

1400-700 - PERSONNEL RELATIONS AND
SERVICES*

1400-711 - Labor Management Relations*
1400-713 - Equal Employment Opportunity

1400-715 - Voluntary Separations and
Reduction in Rank or Pay*

1400-720 - Affirmative Employment Program*
1400~731 - Personnel Suitability*
1400-732 - Personnel Security Program*

1400-733 - Political Activity of Federal
Employees*

1400-734 - Financial Disclosures
Requirements™

1400-735 - Employee Responsibilities and
Conduct*

1400-736 - Investigations*
1400-751 - Discipline®
1400-752 - Discipline and Adverse Actions

1400-771 - Appeals and Grievances to
the Agency

1400-772 - Pederal Employee Remedial
Systems*

1400-792 - Federal Employees Health and
Counseling Programs

1400-800 - INSURANCE AND ANNUITIES*
1400-810 - Injury Compensation*

1400-831 - Retirement

BLM Manual

Supersedes Rel. 1-1593 RSN

1400-832 - Social Security Retirement,
Survivors Insurance, Disability
Insurance, and Medicare*

1400-840 - Federal Employees Retirement
System* '

1400-850 - Unemployment Benefits*
1400-870 - Life Insurance*

1400-890 - Federal Employees Health
Benefits*

1400-900 - GENERAL AND MISCELLANEQUS*
1400-910 - Mobilization Readiness*
1400-920 - Senior Executive Service*

1400-931 - Federal Personnel
Administration Career*

1400-932 - Motor Vehicle Operator Program
(See 1112)*

1400-933 - Qualification Requirements for
Specific Positions*

1400-990 - Geaeral and Miscellaneous*

Rel. 1-1645
12/21/94
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1220 - RECORDS AND INFORMATION MANAGEMENT

1500 - ADMINISTRATIVE SERVICES
1510 - Acquisition

H-1510-1 - Purchasing

H-1510-2 - Contracting (General)
H-1510-3 - Contracting for Construction
H-1510-4 - Contmctﬁg for Services

H-1510-5 - Contracting for Supplies and
Equipment

H-1510-6 - Contracting for Studies, Analyses,
Inventories and Surveys

H-1510-7 - Contracting for ADP
1511 - Assistance Agreements
H-1511-1 - Assistance Agreements
1514 - Unsolicited Proposals

1515 - Indian Self-Determination/
Self Governance

1520 - Personal Property Management
1521 - Receiving and Ideatification
H-1521-1 - Receiving and Identification
1522 - Personal Property Accountability

H-1522-1 - Personal Property Accountability
Handbook

1523 - Inventory and Warehouse Management
H-1523-1 - Inventory and Warehouse Management
1524 - Loss, Damage, or Theft

H-1524-1 - Loss, Damage, or Theft

1525 - Fleet Management

BLM Manual
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H-1525-1 - Fleet Management

H-1525-2 - Automated Fleet Management System
1526 - Equipment Rental and Loan

1527 - Disposal

1528 - Automated Personal Property System
H-1528-1 - Automated Personal Property System

1529 - Acquisition of Excess Personal
Property

1530 - Real Property Management

1531 - Acquisition

1532 - Accountability and Utilization
1533 - Disposal

1534 - Quarters and Housing Management
H-1534-1 - Quarters and Housing Management
1535 - Space Management

H-1535-1 - Space Management Handbook
1536 - Display of Flags*

1540 - Office Services*

1541 - Correspondence Preparation
H-1541-1 - Correspondence Preparation
1542 - Mail Management

1543 - Communications (See 1290)*

1544 - Word Processing®

1545 - Transportation of Freight™

1550 - Printing, Duplicating, Copying and
Graphic Arts

Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

1551 - Printing

1552 - In-House Printing and Reprographic
Equipment and Services

1553 - Graphic Arts

1554 - Distribution and Sale of Printed
Materials

1555 - Publication Indexing System
1556 - Printed Materials Distribution

1557 - Technical Publications System*

BLM Manual Rel. 1-1645
Supersedes Rel. 1-1593 _ 12/21/94
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1220 - RECORDS AND INFORMATION MANAGEMENT

1600 - PLANNING, PROGRAMMING, AND
BUDGETING*

1601 - Bureau Planning System
1602 - Plan Documentation and Records
1610 - Resource Management Planning*

1611 - Resource Management P&nﬂng
Guidance

1612 - Social and Economic Guidance for
Resource Management Planning

1613 - Areas of Critical Environmental
Concern

1614 - Public Participation in Planning
1615 - Coordination and Consistency

1616 - Prescribed Resource Management
Planning Actions

1617 - Resource Managemeat Plan Approval,
Use, and Modification

1618 - Transition to Resource Management
Plans

1619 - Activity Plan Coordination
1620 - Supplemental Program Guidance

1621 - Supplemental Program Guidance for
Environmental Factors

1622 - Supplemental Program Guidance for
Renewable Resources

1623 - Supplemental Program Guidance for
Land Resources

1624 - Supplemental Program Guidance for
Energy and Mineral Resources

H-1624-1 - Planning for Fluid Mineral Resources

BLM Manual
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1625 - Supplemental Program Guidance for
Support Services

H-1625-1 - Resource Management Planning
Handbook - Fire Management

1630 - Managing the Planning System*

1631 - Program Management

1632 - Programs Reports

1633 - Administrative and Judicial Mandates*
1634 - Planning Data and Information Base*
1635 - Computer Assistance in Planning*
1636 - Regional Studies*

1637 - Special Plans or Studies Required
by Congress*

1670 - Budget Development*

1671 - Strategic Budget Plan*
(formerly Program Year
Budget Plan)

1672 - Budget Estimates*

1673 - Budget Justifications*

1674 - Budget Hearings and Transcripts*

1675 - Amendments and Supplementals*

1676 - Appropriations Acts and
Congressional Directives*

1680 - Budget Execution*

1681 - Annual Work Plan - Operating Budget
H-1681-1 - Annual Work Plan Handbook
1682 - Unit Accomplishment Reporting*

1683 - Ceilings and Limitations*

Rel. 1-1645
12/21/94



Appendix 3, page 14
1220 - RECORDS AND INFORMATION MANAGEMENT

1684 - Fund Coding System

H-1684-1 - Fund Coding Handbook
1690 - Budget Administration*

1691 - Appropriations and Allotments*
1692 - Management Reports*

1693 - Budget Execution Reports*

1694 - Special Reports*

BLM Manual Rel. 1-1645
Supersedes Rel. 1-1593 12/21/94
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1220 - RECORDS AND INFORMATION MANAGEMENT

1700 - PROGRAM MANAGEMENT*

1701 - Organization and History*

1702 - Research Management and Liaison
H-1702-1 - Research Management and Liaison
1703 - Hazardous Materials Management*
1710 - Management by Objectives

1720 - Programs and Objectives*

1721 - Youth Conservation Corps Program*

1722 - Young Adult Conservation Corps
Program*

1725 - Program Policy*

1730 - Integrated Resource Management*
1731 - Integrated Resource Data*

1733 - Water-Orieated Planning*

1734 - Inventory and Monitoring
Coordination

1735 - Renewable Resource Monitoring*
1736 - Biodiversity/Ecosystem Management*
1737 - Riparian-Wetland Area Management
1738 - Coastal Zone Management

1740 - Renewable Resource Improvements and
Treatments

H-1740-1 - Renewable Resource Improvement
and Treatment Guidelines and
Procedure

1741 - Renewable Resource Improvements,
Practices, and Standards

H-1741-1 - Fencing

BLM Manual
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H-1741-2 - Water Developments
1742 - Emergency Fire Rehabilitation
H-1742-1 - Emergency Fire Rehabilitation

1743 - Renewable Resource Investment
Analysis

H-1743-1 - Resource Investment Analysis

1744 - Job Documentation Reporting System*

1745 - Introduction, Transplant, Augmentation, and
Reestablishment of Fish, Wildlife and
Plants

1750 - Legislation*

1751 - Legislative Reports and Proposals

1752 - Legislative Drafting Service

1753 - Implementation of New Legislation

1760 - Regulations*

1761 - Proposing Regulations

1770 - International Cooperation

1771 - Technical Assistance*

1772 - Training and Consultation*

1773 - International Meetings and
Conferences*

1774 - International Travel
1775 - International Committees*
1776 - International Agreements*

1777 - Compliance with United States
Foreign Policy

1778 - International Studies*

1779 - International Organizations*

Rel. 1-1645
12/21/94
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1220 - RECORDS AND INFORMATION MANAGEMENT

1900 - 1999 (UNASSIGNED)
BLM Manual o B N A ST Rel. 1-1645
Supersedes Rel. 1-1593 mon - 12/21/94
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1220 - RECORDS AND INFORMATION MANAGEMENT

2000 - LAND RESOURCE MANAGEMENT®*
2010 - Coordination*

2020 - Lands Resource Inventory*

2050 - Lands Activity Plans*

2060 - Lands Examination, Investigations,
and Reports*

2063 - Land Reports*

2064 - Administration of Land Use
Authorizations (Compliance)*

2070 - Designation of Areas and Sites
2071 - Type and Effect of Designations*
2072 - Procedures*

2090 - Special Laws and Rules*

,2091 - Segregation of Lands

2093 - Minerals (Nonmineral Entries on
Mineral Lands)

2094 - Special Resource Values; Shore
Space*

2096 - Veterans*

2097 - Opening Orders

BLM Manual
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1220 - RECORDS AND INFORMATION MANAGEMENT

2100 - ACQUISITION

2101 - Acquisition Management

H-2101-1 - Acquisition Processing

H-2101-2 - Condemnation

H-2101-3 - Disposal of Unneeded Easements
2110 - Gifts*

2111 - Procedures*

2120 - Leases*

2121 - Procedures*

2130 - Acquisition of Lands or Interests in
Lands by Purchase or Condemnation*

2131 - Completion of Deeds*

2132 - Title, Evidence, Clearance, and
Opinion*

2133 - Negotiations*
2134 - Recordation*
2135 - Inspection and Possession*
2136 - Payment of Consideration*

2137 - Condemnation of Lands or
Interests in Lands*

2140 - Acquired Lands

BLM Man‘lal “R”,”-‘:‘R‘P\ [oELN 1-1’~-7\l:,4._:,‘g1"
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1220 - RECORDS AND INFORMATION MANAGEMENT

2200 - EXCHANGE OF PUBLIC LANDS
H-2200-1 - Exchange of Public Lands

2201 - Exchanges: Specific Requirements*
2202 - Exchanges: National Forest Exchange*

2203 - Exchanges Involving Fee Federal Coal
Deposits*

2210 - State Exchanges*

2212 - Miscellaneous State Exchanges*

2240 - National Park System Exchanges

2250 - Wildlife Refuge Exchanges

2270 - Miscellaneous Exchanges*

2271 - Indian Reservation Exchanges

2272 - Reclamation Exchanges

2273 - National Wild and Scenic Rivers
System: National Trails System
Exchanges

2274 - National Conservation Area Exchanges

2275 - Alaska Native Claims Settlement Act
(ANCSA)*

BLM Manual
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1220 - RECORDS AND INFORMATION MANAGEMENT

2300 - WITHDRAWALS?®*
2310 - Withdrawals, General Procedure*

2320 - Federal Energy Regulatory Commission
Withdrawals*

2340 - Federal Power Commissions*
2344 - Federal Power Commission
2345 - Procedures*

2355 - Withdrawal Review

2360 - National Petroleum Reserve
in Alaska*

2361 - Management and Protection of The
National Petroleum Reserve in
Alaska*

2370 - Restorations and Revocations*

2371 - Petition for Revocations

2372 - Procedures

2374 - Acceptance of Jurisdiction by BLM*

BLM Manual Rel. 1-1645
Supersedes Rel. 1-1593 (P niap Oty fonaier 12/21/94
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1220 - RECORDS AND INFORMATION MANAGEMENT

2400 - LAND CLASSIFICATION®
2410 - Land Classification - General

2420 - Multiple-Use Management
Classifications*

2430 - Criteria for Disposal
Classifications*

2440 - Criteria for Classification*

2450 - Petition-Application Classification
Procedure

2451 - Petition-Applications and Bureau-
Initiated Classifications

2460 - Bureau Initiated Classification
System™

2461 - Multiple-Use Classification
Procedures*

2462 - Disposal Classification
- Procedures - Over 2,560
Acres*

2470 - Opening and Allowance*

BLM Manual
Supersedes Rel. 1-1593
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1220 - RECORDS AND INFORMATION MANAGEMENT

2500 - DISPOSITION: OCCUPANCY AND

USE*
2510 - Homesteads*
2511 - Original Homesteads*
2512 - Additional Entries*
2513 - Second Entries*
2520 - Desert Land Entries
2521 - Procedures*

2522 - Extension of Time to Make Final
Proof*

2523 - Payments™*

2524 - Desert Land Entries Within A
Reclamation Project*

2530 - Indian Allotments*
2531 - Applications*

2532 - Allotments*

2533 - Allotments Within National Forests*

2540 - Color-of-Title Grants

2541 - Color-of-Title Act*

2542 - Color-of-Title Claims, New Mexico,
Contiguous to Spanish or Mexican

Grants*

2543 - Erroneously Meandered Lands, Arkansas
2544 - Erroneously Meandered Lands, Louisiana
2545 - Erroneously Meandered Lands, Wisconsin

2546 - Snake River, Idaho, Omitted Lands*

2547 - Omitted Lands: General*

2550 - Mining Claim Occupancy Act*

BLM Manual
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2560 - Alaska Occupancy and Use*
2561 - Native Allotments*

2562 - Trade and Manufacturing Sites*
2563 - Homesites or Headquarters
2564 - Native Townsites*

2565 - Non-Native Townsites*

2566 - Alaska Railroad Townsites*

2567 - Alaska Homestead Settlement

{zleinally
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1220 - RECORDS AND INFORMATION MANAGEMENT

2600 - DISPOSITION: GRANTS®
2610 - Carey Act Grants*

2611 - Segregation Under The Carey Act -
Procedures*

2612 - Issuance of Patents*

2613 - Preference Right Upon Restoration*
2620 - State Grants*

2621 - Indemnity Selections

2622 - Quantity and Special Grant Selections*

2623 - School Land Grants to Certain States
Extended to Include Mineral Sections*

2624 - Patents for Granted School Sections*
2625 - Swamplands Grants

2626 - Carey Act

2627 - Alaska

2630 - Railroad Grants

2631 - Patents for Lands Sold by Railroad Carriers
(Transportation Act of 1940)*

2640 - Airport Patents

2641 - Procedures*

2650 - Alaska Native Selections*
2651 - Village Selections*

2652 - Regional Selections*
2653 - Miscellaneous Selections*
2654 - Native Reserves*

2655 - Federal Installations*

BLM Manual
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1220 - RECORDS AND INFORMATION MANAGEMENT

2700 - DISPOSITION: SALES®
2710 - Public Sales
2711 - Public Sales Procedures

2720 - Conveyance of Federally-Owned
Mineral Interests*

2740 - Recreation and Public Purposes Act
H-2740-1 - Recreation and Public Purposes
2741 - R&PP: Requirements*

2742 - R&PP Act: Omitted Lands and
Unsurveyed Islands*

2743 - R&PP Act: Solid Waste Disposal*
2760 - Townsites*

2761-63 - (Reserved)

2764 - Reclamation Projects*

2765 - Grant of Lands in Reclamation
Townsites for School Purposes*

2780 - Special Areas*
2781 - Choctaw-Chickasaw™*
2783 - State Irrigation Districts*

2784 - Arkansas Drainage*
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1220 - RECORDS AND INFORMATION MANAGEMENT

2800 - RIGHTS-OF-WAY
2801 - Rights-of-Way Management

H-2801-1 - Right-of-Way Plans of Development
and Grants

H-2801-2 - Administration of Rights-of-Way
Granted (Compliance)

H-2801-3 - Rights-of-Way Bonds and Bonding
Procedures

2802 - Applications*

2803 - Administration of Rights Granted*

2804 - Appeals*

2805 - Federal Agencies

2806 - Designation of Right-of-Way Corridors*
2807 - Reservation to Federal Agencies*

2808 - Reimbursement of Costs*

2810 - Tramroads and Logging Roads*

2812 - Over O & C and Coos Bay Revested
Lands*

2850 - Power Sites and Transmissions Lines

2851 - Prevention of Raptor Electrocution
on Powerlines

2860 - Communications

H-2860-1 - Communication Site Right-of-Way
Management

2880 - Oil and Natural Gas Pipelines
2881 - Terms and Conditions of Right-
of-Way Grants and Temporary

Use Permits*

2882 - Applications*

BLM Manual
Supersedes Rel. 1-1593
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1220 - RECORDS AND INFORMATION MANAGEMENT

2900 - USE: LEASES AND PERMITS*
2910 - Leases*

2911 - Airport Leases

2912 - Recreation and Public Purposes Act*
2913 - Small Tract Act*

2914 - Mining Claim Occupancy Act*

2916 - Alaska Fur Farm*

2920 - Leases, Permits, and Easements

BLM Manual WDrmvgn SAs Tvomtto, Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

1300 - FISCAL ACCOUNTING
1301 - Accounting Principles and Standards
1302 - Relationship to Treasury Department*

1303 - Relationship to Office of Management
and Budget*

1304 - Relationship to General Accounting
Office*

1305 - Relationship to Other Agencies*

1306 - Audit Followup*

1307 - Management Control Systems

H-1307-1 - Internal Coatrol Systems Handbook
1310 - General and Allotment Ledger Accounting
1311 - General Ledger Accounting Control
1312 - Appropriation and Allotment Accounting
1313 - Audit Followup*

1314 - Document Processing and Control

1315 - Working Capital Fund

1317 - Distribution of Receipts*

1318 - Internal Financial Reports*

1319 - External Financial Reports*

1320 - Cost Accounting*

1321 - General Concepts*

1322 - Road Construction Costs*

1323 - Cost Recovery for Reimbursable
Projects/Activities

1324 - Reimbursable Projects*

1325 - Other Project Accounting®

BLM Manual
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1330 - Financial Reporting*

1331 - District, Land and State Office
Reports (See 1321)*

1332 - Cash Accountability*

1333 - Employee Overpayments

1334 - Interageacy Transfers and Returns*
1340 - Payroll Procedures*

1341 - Time, Attendance, and Leave
Reporting

1342 - Severance Pay*

1343 - Distribution of Paychecks
1344 - Payroll Earnings*

1345 - Payroll Deductions

1346 - Emergency Employees*
1347 - Temporary Employees*

1348 - Unemployment Compensation
Procedures*

1349 - Missing Employees*

1360 - Service Center and Field Office
Fiscal Procedures*

1368 - Concession Contract and Permit
Procedures

1370 - Receipts and Disbursements*
1371 - Billings

1372 - Collections

1373 - Distribution of Receipts

1374 - Refunds, Transfers, and Returns

1375 - Delinqueat Accounts

Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

3000 - MINERALS MANAGEMENT H-3070-1 - Economic Evaluation of Coal
Properties

3071 - Oil and Gas*

3003 - Competitive Bidding*

3010 - Coordination*
3072 - Geothermal*
3020 - Classification of Federal Lands*

3073 - Coal*
3021 - Lands Prospectively Valuable
for Leasable Minerals 3074 - Non-energy Solid Leasable Minerals*
3022 - Known Geologic Areas* 3075 - Mineral Material*
3023 - Known Geothermal Resource Areas 3076 - Other Leasable Minerals*

(KGRA)*
3090 - Minerals Research*
3024 - Known Recoverable Coal Resource Area
(KRCRA)* 3091 - Special Studies*
3025 - Known Leasing Area (KLA)* 3092 - Geologic Studies*

3030 - Geology, Energy and Mineral (GEM)
Resource Assessment*

3031 - Energy and Mineral Resource Assessment
3032 - Geology and Paleontology*

3033 - Geologic Hazards*

3034 - Ground Water Assessment*

3040 - Exploration Activity*

3041 - Surface Management*

3042 - Land Reclamation

H-3042-1 - Solid Mineral Reclamation

3044 - Safety*

3045 - Geophysical Exploration, Oil and Gas*
3046 - Hazardous Materials*

3060 - Mineral Reports — Preparation and
Review

3070 - Mineral Economic Evaluation

BLM Manual o Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

3100 - OIL AND GAS LEASING
H-3100-1 - Oil and Gas Leasing
3101 - Issuance of Leases
H-3101-1 - Issuance of Leases
3102 - Qualifications of Lessees
H-3102-1 - Qualifications of Lessees
3103 - Fees, Rentals and Royalty
H-3103-1 - Fees, Rentals and Royalty
3104 - Bonds
H-3104-1 - Bonds
3105 - Cooperative Conservation Provisions
H-3105-1 - Cooperative Conservation Provisions
3106 - Assignments and Other Transfers
H-3106-1 - Assignments and Other Transfers
3107 - Continuation, Extension or Renewal
of Leases
H-3107-1 - Continuation, Extension or Renewal

3108 - Relinquishments, Terminations, and
Cancellations

H-3108-1 - Relinquishments, Terminations, and
Cancellations

3109 - Leasing Under Special Acts
H-3109-1 - Leasing Under Special Acts
3110 - Noncompetitive Leases
H-3110-1 - Noncompetitive Leases

3111 - Over-the-Counter Offers

BLM Manual
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H-3111-1 - Over-the-Counter Offers
3112 - Simultaneous Filing
H-3112-1 - Simultaneous Filing
3120 - Competitive Leases
H-3120-1 - Competitive Leases

3130 - Oil and Gas Leasing: National
Petroleum Reserve, Alaska*

3131 - Leasing Program*

3132 - Issuance of Leases*

3133 - Rentals and Royalties*

3134 - Bonding*

3135 - Transfers, Extensions and Consolidations™*

3136 - Relinquishments, Terminations, and
Cancellations of Leases*

3140 - Combined Hydrocarbon Leasing*
3141 - Competitive Leasing in Special
Tar Sand Areas*
3142 - Paying Quantities/Diligent Development*

3150 - Onshore Oil and Gas Geophysical
Exploration (See 3045)*

3151 - Exploration Outside of Alaska*
3152 - Exploration in Alaska*

3153 - Exploration of Lands Under the Jurisdiction
of the Department of Defense*

3154 - Bond Requirements*
3160 - Onshore Oil and Gas Operations*

3160-1 - Application for Permit to Drill
and Subsequent Operations

Rel. 1-1645
12/21/94
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H-3160-1 - Technical and Environmental 3185 - Appeals*
3186 - Model Forms*
3160-2 - Drainage Protection
3190 - Delegation of Authority, Cooperative
H-3160-2 - Drainage Protection Agreemeats and Contracts for Oil
and Gas Inspection*
3160-3 - First Production/Discovery Reports
3191 - Delegation of Authority*
3160-4 - Conversion to Water Well
3192 - Cooperative Agreements with States
3160-5 - National Oil & Gas Inspection and Tribes*
and Enforcement Strategy*

3160-7 - Oil and Gas Inspector
Identification Cards

3160-9 - Communitization

3160-10 - Suspension of Operations and/or
Production

3160-11 - Underground Storage of Natural Gas
3160-16 - Indian Diligent Development
3161 - Jurisdiction and Responsibility*

3162 - Requirements for Operating Rights
Owners and Operators*

3163 - Noncompliance, Assessments, and
Penalties*

3164 - Special Provisions*

3165 - Relief, Conflicts, and Appeals*
3180 - Unitization (Exploratory)

H-3180-1 - Unitization (Exploratory)

3181 - Application for Unit Agreement*
3182 - Qualifications of Unit Operator*
3183 - Filing and Approval of Documents*

3184 - (Reserved)

BLM Manual Rel. 1-1645
Supersedes Rel. 1-1593 12/21/94
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1220 - RECORDS AND INFORMATION MANAGEMENT

3200 - GEOTHERMAL RESOURCES
LEASING

H-3200-1 - Geothermal Resources Leasing

3201 - Available Lands; Limitations;
' Unit Agreements; Lease Issuance

H-3201-1 - Available Lands; Limitations; Unit
Agreements; Lease Issuance

3202 - Qualifications of Lessees

H-3202-1 - Qualifications of Lessees

3203 - Leasing Terms

H-3203-1 - Leasing Terms

3204 - Surface Management Requirements;
Special Requirements*

" 3205 - Fees, Rentals, and Royalties

H-3205-1 - Fees, Rentals, and Royalties

3206 - Lease Bonds

H-3206-1 - Lease Bonds

3207 - Leases for a Fractional or Future Interest

3208 - (Reserved)

3209 - Geothermal Resources Exploration
Operations*

3210 - Noncompetitive Leases
H-3210-1 - Noncompetitive Leases
3220 - Competitive Leases
H-3220-1 - Competitive Leases

3240 - Rules Governing Leases*

H-3241-1 - Traasfers

3242 - Production and Use of Byproducts*
3243 - Cooperative Conservation Provisions*
3244 - Terminations and Expirations
H-3244-1 - Terminations and Expirations
3250 - Utilization of Geothermal Resources*
3260 - Geothermal Resource Operations*
3261 - Jurisdiction and Responsibility*

3262 - Requirements for Operating Rights
Owners and Operators*

3263 - Measurement of Production*
3264 - Reports to be Made by All Lessees*

3265 - Procedure in Case of Violation of
the Regulations or Lease Terms*

3266 - Appeals*

3280 - Geothermal Resources Unit Agreements*
3281 - Application for Unit Agreement*

3282 - Qualification of Unit Operator*

3283 - Filing and Approval of Documents*
3284 - (Reserved)

3285 - Appeals*

3286 - Model Forms*

3241 - Transfers
BLM Manual Rel. 1-1645
Supersedes Rel. 1-1593 “Poveees 2 fntantizaally 12/21/94
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1220 - RECORDS AND INFORMATION MANAGEMENT

3400 - COAL MANAGEMENT
3410 - Exploration Licenses

3420 - Competitive Leasing
H-3420-1 - Competitive Coal Leasing
3422 - Lease Sales*

3425 - Leasing on Application*

3427 - Split Estate Leasing®

3430 - Preference Right Leases

H-3430-1 - Procedures for Processing Coal
Preference Right Lease Applications

3431 - Negotiated Sales - Right-of-Way
(Coal)*

3432 - Lease Modifications
3435 - Lease Exchange

3436 - Coal Lease and Coal Land Exchanges-
Alluvial Valley Floor

3440 - Licenses to Mine*
3450 - Management of Existing Leases

3451 - Continuation of Leases: Readjustment
of Terms

3452 - Relinquishment, Cancellation, and
Termination

3453 - Transfers by Assignment, Sublease, or
Otherwise

3460 - Environment™®

3461 - Federal Lands Review~—
Unsuitability for Mining*

3465 - Surface Management and Protection*

3470 - Coal Management Provisions and
Limitations*

3471 - Coal Management Provisions and
Limitations*

3472 - Lease Qualification Requirements*
3473 - Fees, Rentals, and Royalties*
3474 - Bonds

3475 - Lease Terms*

3480 - Coal Exploration and Mining
Operations Rules*

3481 - General Provisions*

3482 - Exploration and Resource Recovery and
Protection Plans*

3482-2 - Mining Plans for Coal Operations
on Indian Lands

3483 - Diligence Requirements
3484 - Performance Standards*
3485 - Reports, Royalties, and Records

3486 - Inspection and Enforcement, Production
Verification, and Appeals

3487 - Logical Mining Unit

BLM Manual Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

3500 - LEASING OF SOLID MINERALS
OTHER THAN COAL AND OIL
SHALE

3501 - Descriptions and Acreage

3502 - Qualification Requirements

3503 - Fees, Rentals, and Royalties

3504 - Bonds

3506 - Assignments and Subleases

3507 - Fractional and Future Interest
Permits and Leases

3508 - Mineral Lease Exchange

3509 - Relinquishment, Termination,
Expiration, and Cancellation

3510 - Phosphate Leasing

H-3510-1 - Phosphate Leasing Handbook
3511 - Lease Terms and Conditions
3512 - Phosphate Prospecting Permits
3513 - Preference Right Lease

3514 - Exploration License

3515 - Competitive Leasing

3516 - Noncompetitive Leasing - Fringe Acreage
Leases and Lease Modifications

3517 - Use Permits

3520 - Sodium Leasing

3521 - Lease Terms and Conditions
3522 - Sodium Prospecting Permits
3523 - Preference Right Lease

3524 - Exploration License

BLM Manual
Supersedes Rel. 1-1593

3525 - Competitive Leasing

3526 - Noncompetitive Leasing - Fringe Acreage
Leases and Lease Modifications

3527 - Use Permits

3528 - Lease Renewals

3530 - Potassium Leasing

3531 - Lease Terms and Conditions
3532 - Potassium Prospecting Permits
3533 - Preference Right Lease

3534 - Exploration License

3535 - Competitive Leasing

3536 - Noncompetitive Leasing - Fringe Acreage
Leases and Lease Modifications

3540 - Sulphur Leasing

3541 - Lease Terms and Conditions
3542 - Sulphur Prospecting Permits
3543 - Preference Right Lease
3544 - Exploration License

3545 - Competitive Leasing

3546 - Noncompetitive Leasing - Fringe Acreage
Leases and Lease Modifications

3547 - Lease Renewals

3550 - Gilsonite Leasing

3551 - Lease Terms and Conditions
3552 - Gilsonite Prospecting Permits
3553 - Preference Right Lease

3554 - Exploration License

Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

3555 - Competitive Leasing

3556 - Noncompetitive Leasing - Fringe Acreage
Leases and Lease Modifications

3560 - Hardrock Minerals Leasing

3561 - Lease Terms and Conditions

3562 - Hardrock Minerals Prospecting Per@its
3563 - Preference Right Lease

3564 - Competitive Leasing

3565 - Noncompetitive Leasing - Fringe Acreage
Leases and Lease Modifications

3566 - Lease Renewals
3567 - Development Contracts

3568 - Whiskeytown-Shasta-Trinity National
Recreation Area*

3570 - Asphalt in Oklahoma

3571 - Lease Terms and Conditions
3572 - Maps and Plans*

3573 - Bore Holes and Samples*
3574 - Competitive Leasing

3575 - Noncompetitive Leasing: Fringe Acreage
Leases and Lease Modifications

3576 - Lease Renewals

3577 - Production Records and Audits*

3581 - Gold, Silver, or Quicksilver in
Confirmed Private Land Grants*

3582 - National Park Service Areas*

3583 - Shasta and Trinity Units of The
Whiskeytown-Shasta-Trinity
National Recreation Area*

3584 - Reserved Minerals in Lands Patented
to The State of California for Park
or Other Public Purposes*

3585 - White Mountains National Recreation
Area, Alaska*

3586 - Sand and Gravel in Nevada*

3590 - Solid Mineral (Other Than Coal)
Expioration and Mining Operations*

3591 - General Obligations of Lessees,
Licensees, and Permittees*

3592 - Plans and Maps*

3592-2 - Mining Plans for Noncoal Operations on
Indian Lands

3593 - Bore Holes and Samples*

3594 - Mining Methods*

3595 - Protection Against Mining Hazards*
3596 - Waste From Mining or Milling*
3597 - Production Records™*

3598 - Inspection and Enforcement Production
Verification, and Appeals

3578 - Inspection, Issuance of Orders, and
Enforcement of Orders*

3599 - Late Payment or Underpayment of Charges*
3579 - Late Payment or Underpayment of Charges*

3580 - Special Leasing Areas*

BLM Manual Rel. 1-1645
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3600 - MINERAL MATERIALS DISPOSAL
H-3600-1 - Mineral Materials Disposal Handbook
3601 - Limitations*

3602 - Disposal of Mineral Materials*

3603 - Unauthorized Use*

3604 - Community Pits and Common Use Areas*
3610 - Mineral Material Sales*

3620 - Free Use*

3621 - Free Use: General*

3622 - Free Use of Petrified Wood*

3630 - Mineral Material Appraisal

H-3630-1 - Mineral Material Appraisal Handbook

BLM Manual “up-yesng Sin Intoniicnzlly
Supersedes Rel. 1-1593 B e
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1220 - RECORDS AND INFORMATION MANAGEMENT

3700 - MULTIPLE USE; MINING*

3710 - Public Law 167; Act of July 23, 1955*

3711 - Common Varieties*

3712 - Proceedings Under the Act*

3713 - Hearings*

3714 - Rights of Mining Claimants*

3720 - Public Law 357; Entry and Location of
Source Material Upon Public Lands
Valuable for Coal*

3722 - Report to Geological Survey*

3730 - Public Law 359; Mining in Powersite
Withdrawals*

3731 - Power Rights*

3732 - Withdrawals Other Than for Powersite
Purposes*

3733 - Risk of Operation*

3734 - Location and Assessment Work*
3735 - Prior Existing Mining Locations*
3736 - Mining Operations*

3737 - Use*

3738 - Surface Protection Requirements*

3740 - Public Law 585; Multiple Mineral
Development*

3741 - Claims, Locations and Patents*
3742 - Procedures Under The Act*
3743 - Hearings*

3744 - Claimant’s Rights*

3745 - Helium*

BLM Manual
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3746 - Fissionable Source Materials*
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1220 - RECORDS AND INFORMATION MANAGEMENT

3800 - MINING CLAIMS UNDER THE
GENERAL MINING LAWS

3802 - Exploration and Mining, Wilderness
Review Program*

3809 - Surface.Management

3810 - Lands and Minerals Subject to Location*
3811 - Lands Subject to Location and Purchase*
3812 - Minerals Under The Mining Laws*

3813 - Disposal of Reserved Minerals Under
The Act of July 17, 1914+

3814 - Disposal of Reserved Minerals Under
The Stockraising Homestead Act

3815 - Mineral Locations in Stock Driveway
Withdrawals*

3816 - Mineral Locations in Reclamation
Withdrawals*

3820 - Areas Subject to Special Mining Laws*
3821 - O and C Lands*

3822 - Lands Patented Under The Alaska
Public Sale Act*

3823 - Prospecting, Mineral Locations, and
Mineral Patents Within National
Forest Wilderness*

3824 - City of Prescott, Arizona, Watershed*

3825 - Papago Indian Reservation, Arizona*

3826 - National Park Service Areas*

3827 - King Range National Conservation Area*

3830 - Location of Mining Claims

3831 - Rights to Mineral Lands*

3832 - Who May Make Locations*

BLM Manual
Supersedes Rel. 1-1593

3833 - Recordation of Mining Claims
3840 - Types of Claims*

3841 - Lode Claims*

3842 - Placer Claims*

3843 - Tunnel Sites*

3844 - Millsites*

3850 - Assessment Work*

3851 - Assessment Work, General*
3852 - Deferment of Assessment Work

3853 - Mineral Leasing Acreage Control
Records System

3860 - Mineral Patent Applications

H-3860-1 - Mineral Patent Application Processing
3861 - Surveys and Plats

3862 - Lode Mining Claim Patent Applications
3863 - Placer Mining Claim Patent Applications
3864 - Mill Site Patent

3870 - Adverse Claims, Protests, and Conflicts*
3871 - Adverse Claims

3872 - Protests, Contests, and Conflicts

3873 - Segregation*

3890 - Mineral Investigations

H-3890-1 - Handbook for Mineral Examiners
3891 - Validity Examinations

3893 - Residential Occupancy on Mining Claims

3894 - Mineral Contest Proceedings

Rel. 1-1645
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3896 - Appraisal of Locatable Minecal Estates*

3898 - Special Mining Acts*

BLM Manual Rel. 1-1645
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3900 - OIL SHALE MANAGEMENT®*
3901 - Qualifications of Lessees*

3910 - Exploration Licenses*

3920 - Competitive Leasing*

3921 - Prelease Sale Activities*

3922 - Lease Activities*

3923 - Required Paymenats*

3924 - Multimineral Leasing*

3930 - Post-Lease Activities*

3931 - Mine Plan Review and Approval*
3932 - Lease Modifications and Readjustments*
3933 - Transfers*

3934 - Suspension of Lease Operations and
Cancellation*

3950 - Special Investigations, Multiple Use
3951 - Validity Examination - Public Law 167

3953 - Public Law 359

BLM Manual “Poverss Sile Inioationally Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

4000 - RANGE MANAGEMENT®*
4010 - Range Management Program Records

H-4010-1 - Range Management Records

BLM Manual “Rovorse SHs Intonlonally Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

4100 - GRAZING ADMINISTRATION -
EXCLUSIVE OF ALASKA

4110 - Qualifications and Preference
H-4110-1 - Qualifications and Preference
4120 - Grazing Management

H-4120-1 - Grazing Management

4130 - Authorizing Grazing Use
H-4130-1 - Authorizing Grazing Use
4140 - Prohibited Acts*

4150 - Unauthorized Grazing Use
H-4150-1 - Unauthorized Grazing Use
4160 - Administrative Remedies

H-4160-1 - Administrative Remedies

4170 - Penalties*
BLM Manual Reverss 4 Rel. 11642
Supersedes Rel. 1-1593 Loy A 12/21/94



Appendix 3, page 63

1220 - RECORDS AND INFORMATION MANAGEMENT

4200 - GRAZING ADMINISTRATION;
ALASKA; LIVESTOCK®*

4210 - Conditions*
4220 - Procedures*
4230 - Disposition of Leased Lands*

4240 - Protests, Hearings, and Appeals*

BLM Manual T Rel. 1-1645
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4300 - GRAZING ADMINISTRATION;
ALASKA; REINDEER*

4310 - Conditions*

4320 - Procedures*
4330 - Protests*

4340 - Trespass*

BLM Manual ] Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

4400 - RANGELAND INVENTORY,
MONITORING, AND
EVALUATION

H-4400-1 Rangeland Monitoring and Evaluation

4410 - Ecological Site Inveatory

H-4410 - National Range Handbook

BLM Manual “Povzran Sida stk oe Rel. 1-1645
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4700 - WILD FREE-ROAMING HORSE
AND BURRO MANAGEMENT

4710 - Management Considerations Protection
4720 - Removal

4730 - Destruction of Wild Horses or Burros
and Disposal of Remains

4740 - Motor Vehicles and Aircraft

4750 - Private Maintenance

H-4750-1 - Wild Horse and Burro Preparation
H-4750-2 - Adoption of Wild Horses and Burros
H-4750-3 - Wild Horse Training Handbook
4760 - Compliance

4770 - Prohibited Acts, Administrative
Remedies, and Penaities*

BLM Manual A B oy
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1220 - RECORDS AND INFORMATION MANAGEMENT

5000 - FOREST MANAGEMENT
5000-1 - Forest Management (Public Domain)
5003 - Administrative Remedies*

5040 - Sustained Yield Unit and Cooperative
Agreements®

5041 - Annual Productive Capacity*

5042 - Master Units*

5043 - Sustained Yield Forest Units*

5044 - Cooperative Sustained Yield Agreements*

5045 - Exchanges*

BLM Manual “Pyoerna S0 lnaiafy Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

5100 - FOREST MANAGEMENT PLANS®

‘\Iﬂv:"‘ﬂ 7" _A"F.-{.?’“? 1‘
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1220 - RECORDS AND INFORMATION MANAGEMENT

5200 - FOREST MANAGEMENT PROGRAM
DEVELOPMENT®*

5210 - Extensive Forest Inventories*

5220 - Photopoint Inventory System™

5240 - Allowable Cut Planning*

5250 - Intensive Forest Inventories*

5251 - Timber Production Capacity Classification

5260 - Timber Depletion and Statistics*

BLM Manual UR oapng €Iy fatas Taestt, Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

5300 - TIMBER MEASUREMENT

5310 - Timber Cruising

BLM Manual (1) PRI LI DU TS DAL PRV S N Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

5400 - SALES OF FOREST PRODUCTS
H-5400-1 - Sales of Forest Products
H-5400-2 - Timber Sale Information System
5401 - Advertised Sales*

5402 - Other Than Advertised Sales*

5410 - Annual Timber Product Sale Plan
H-5410-1 - Annual Forest Product Sale Plan
5420 - Preparation for Sale

5422 - Volume Measurements*

5424 - Preparation of Contract*

5430 - Advertisement

H-5430-1 - Advertisement

5440 - Conduct of Sales

H-5440-1 - Conduct of Sales

5441 - Advertised Sales*

5442 - Bidding Procedure*

5443 - 90-Day Sales*

5450 - Award of Contract

H-5450-1 - Award of Contract

5451 - Bonds*

5452 - Method of Payment*

5460 - Sales Administration

H-5460-1 - Sales Administration

5461 - Contract Payments*

5462 - Contract and Permit Requirements™

BLM Manual "R:.-":r;n .

Supersedes Rel. 1-1593 B
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5463 - Expiration of Time for Cutting and
Removal*

5470 - Contract Modification-Extension-Assignment

H-5470-1 - Contract Modification, Notification,
Extension, Assignment

5473 - Extension of Time for Cutting and
Removal*

5474 - Contract Assignment*

5475 - Federal Timber Contract Payment
Modification*

5480 - Contract Violation-Suspension-Cancellation;
Settlement of Uncompleted Contract

H-5480-1 - Contract Violation-Suspension-
Cancellation; Settlement of
Uncompleted Contract

5484 - Termination of Contract

5490 - Contract Termination

H-5490-1 - Contract Termination

Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

5500 - NONSALE DISPOSALS
5510 - Free Use of Timber*

5511 - Free Use Regulations*

BLM Manual o Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

5600 - SILVICULTURAL PRACTICES®

5610 - General Silvicultural Applications*

5611 - Lodgepole*

5612 - Ponderosa Pine*

5613 - Engelmann Spruce®

5620 - Silvicultural Prescription*
5630 - Cutting Methods*

5640 - Logging Methods*

5650 - Multiple Use Relationships*

BLM Manual
Supersedes Rel. 1-1593
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1220 - RECORDS AND INFORMATION MANAGEMENT

5700 - FOREST DEVELOPMENT
5702 - Funding*

5703 - Records and Annual Reports
5705 - Regeneration Stocking Surveys
5710 - Reforestation

5711 - Site Preparation

5712 - Tree Seed

5713 - Tree Seedlings

5714 - Seeding

5715 - Planting

5716 - Protective Measures

5717 - Release Treatments*

5720 - Site Productivity Improvemeat*
5721 - Fertilization*

5730 - Genetic Improvements*

5740 - Stand Improvements

5741 - Precommercial Thinning*
5742 - Commercial Thinning*

5750 - Stand Conversion*

BLM Manual “Poverce S20 milidonaly Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

5800 - FOREST PROTECTION AND FOREST

PEST MANAGEMENT
5820 - Forest Disease Control*
BLM Manual wmnearey SH3 fnlional Rel. 1-1645
Supersedes Rel. 1-1593 e ‘ 12/21/94
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1220 - RECORDS AND INFORMATION MANAGEMENT

6000 - WILDLIFE MANAGEMENT*

6220 - Protection and Preservation of Natural

Values*
BLM Manual “ieeorsa SHs Iatenisnally Rel. 1-1645
Tarte?? 12/21/94
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1220 - RECORDS AND INFORMATION MANAGEMENT

6500 - WILDLIFE AND FISHERIES
MANAGEMENT

6501 - Wildlife Reports

6502 - Wildlife Evaluations*

6507 - Economic Analysis*

6510 - Multiple Use Wildlife Coordination*
6511 - Wildlife~Engineering*

6512 - Wildlife—Forestry*

6513 - Wildlife~Lands*

6514 - Wildlife-Minerals*

6515 - Wildlife—Protection*

6516 - Wildlife—-Range Management*

6517 - Wildlife—-Recreation/Wilderness*
6518 - Wildlife—Soil, Water, and Air*
6520 - Cooperative Relations

6521 - State Agencies

6522 - Federal Agencies

6523 - Nongovernmental Organizations
6524 - Research

6525 - Sikes Act Wildlife Programs

6526 - Schools, Colleges, and Universities*

6530 - Game Ranges™

BLM Manual
Supersedes Rel. 1-1593
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1220 - RECORDS AND INFORMATION MANAGEMENT

6600 - FISH, WILDLIFE, AND SPECIAL 6635 - Habitat Condition and Tread
STATUS PLANT RESOURCES
INVENTORY AND MONITORING 6636 - Mammals*

6601 - Wildlife Inventory and Monitoring 6674 - Water Analysis for Fisheries
Information Systems*

6602 - Integrated Habitat Inventory and
Classification System

6603 - Riparian/Aquatic Information Data
Summary* '

6604 - Threatened and Endangered Species
Data System*

6605 - Wildlife Observation Report Data
System*

6606 - Wildlife Productivity/Modeling Data
System*

6609 - Other Information System*
6610 - Wildlife Inveatory

6611 - Wetland Riparian*®

6612 - Lakes and Reservoirs*

6613 - Streams*

6614 - Estuarine and Coastal Surveys*
6615 - Marine Surveys*

6616 - Water Analysis for Fisheries*
6620 - Preparation of Biological Specimens*
6630 - Big Game Studies*

6631 - Requirements

6632 - Preparatory Information

6633 - Field Procedure

6634 - Inspection Methods

BLM Manual o O et Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

6700 - HABITAT MANAGEMENT,
DEVELOPMENT, AND
MAINTENANCE®*

6710 - Terrestrial/Upland Habitat*

6711 - Vegetation Management*

6712 - Fences*

6713 - Wildlife Passes*

6714 - Study Enclosures and Exclosures*

6715 - Springs*

6716 - Water Catchments*

6717 - Wells*

6718 - Supplemental Water Facilities*

6720 - Aquatic Resource Management

6721 - Reservoirs

6740 - Wetland-Riparian Area Protection and
Managemeat (see 1737)*

6750 - Lake and Reservoir Management and
Development*

6760 - Stream Management and Developmeat*
6761 - Stream Planning*

6762 - Stream Management*

6763 - Stream Improvement Construction*

6770 - Estuarine and Coastal Habitat*

6775 - Marine Habitat*

6780 - Habitat Management Plans

BLMManual H"?j‘j::’zg C"l.. ‘y.,,:«._‘.._.;_‘\"‘ Rel. 1'1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

6800 - POPULATION MANAGEMENT*
6801 - Responsibilities*

6805 - Goals and Objectives*

6810 - Regulations and Harvest*

6811 - Hunting and Fishing Regulations*
6812 - Hunting and Fishing Surveys*

6820 - Wildlife Introductions andTransplants
(See 1745)*

6821 - Native Species*

6822 - Exotic Species*

6830 - Animal Damage Control

6840 - Special Status Species Management
6841 - The Endangered Species Act (ESA)*
6842 - Administration of the ESA*

6843 - Threatened and Endangered Species
Planning and Managemenat*

6844 - Other Special Status Species*
6845 - Reintroductions®
6846 - Data Collection*

6850 - Protection of Special Status Plants* .

BLM Manual wpaverss Sty inializnally Rel. 1-1645
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7000 - SOIL, WATER, AND AIR
MANAGEMENT
BLM Manual unoverss S LAl Rel. 1-1645
: 12/21/94
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7100 - SOIL RESOURCE MANAGEMENT

S Rel. 1-1645
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7200 - WATER RESOURCES

7210 - Watershed Condition Analysis*
7220 - Watershed Activity Planning*
7221 - Floodplain Managemeat

7230 - Ground Water*

7240 - Water Quality

7250 - Water Rights

7260 - Floodplain Management (see 7221)*

BLM Manual
Supersedes Rel. 1-1593 e
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7300 - AIR RESOURCES*
7316 - Ground Water Hydrology
BLM Manual HE qeimegn O7As fatoation b Rel. 1-1645
PRV S Ak e il J, 12/21/94
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7400 - PRACTICE, STANDARDS, AND
TECHNIQUES*

BLM Manual | Rel. 11645
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8000 - RECREATION PROGRAMS*
8010 - Special Area Management™
8011 - Areas of Critical Environmental Concern®

8012 - Special Area Designations of National
Importance®

8013 - Special Areas Designations of Intemational
Importance*

8014 - Special Areas Designated by Congress*

BLM Manual Rel. 1-1645

a°e.,
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8100 - CULTURAL RESOURCE 8180 - Treasure Trove/Abandoned Property*
MANAGEMENT
8190 - Restoration/Reconstruction of Cultural
8102 - Program Monitoring* Resources*
8110 - Cultural Resource Ideatification
8111 - Cultural Resource Inventory and Evaluation

8120 - Nomination of Cultural Resources to
Special Systems*

8121 - National Register of Historic Places*
8122 - National Historic Landmarks*

8123 - Historic American Buildings Survey*
8124 - Historic American Engineering Record*
8129 - State and Local Systems*

8130 - Cultural Resource Planning

8131 - Cultural Resource Management Plans
8132 - Cultural Resource Project Plans

8133 - External Plans Coordination*

8140 - Protection of Cultural Resources

8141 - Physical and Administrative Protection
8142 - Recovery of Cultural Resource Data

8143 - Avoidance and/or Mitigation of Adverse
Effects to Cultural Properties

8150 - Utilization of Cultural Resources
8151 - Cultural Resource Use Permits
8152 - Cultural Resources Interpretation™

8160 - Native American Coordination and
Consultation

8170 - Cultural Heritage Education*

BLM Manual Rel. 1-1645
Supersedes Rel. 1-1593 BRSNS 12/21/94
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8200 - NATURAL HISTORY RESOURCE
MANAGEMENT*

8201 - Program Development/Priorities*
8202 - Program Monitoring*

8210 - Inventory and Evaluation*

8220 - Nomination to Special Systems*
8222 - National Natural Landmarks*

8223 - Research Natural Areas*

8224 - Fossil Forest Research Natural Area*
8230 - Plaoning*

8231 - Natural History Resource Management
Plans*

8232 - Project Plans*

8240 - Protection*

8241 - Administrative Measures*
8242 - Physical Measures*

8243 - Environment Assessment of Natural History
Resources*

8250 - Utilization of Natural History Resources*

8270 - Paleontology*

BLM Manual M T L

™1 7
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8300 - RECREATION MANAGEMENT
8301 - Program Development/Priorities*
8302 - Program Monitoring*

8303 - Recreation Management Information
Systems*

8305 - Environmental Assessment*

8310 - Recreation Inventory

8320 - Planning for Recreation Resources

8321 - Land Use Planning*

8322 - Recreation Area Management Plans

8323 - Recreation Project Planning

8324 - External Plans Coordination*

8340 - Off-Road Vehicles

8341 - Conditions of Use (ORV5s)

8342 - Designation of Areas and Trails (ORVs)

8343 - Vehicle Operations (ORVs)*

8344 - Permits (ORVs)*

8350 - Management Areas*

8351 - Wild & Scenic Rivers - Policy and Program
Direction for Ideatification, Evaluation,
and Management

8352 - Established Areas*

8353 - Trail Management Areas*

8354 - River Management Areas*

8355 - Winter Sports Management Areas*

8356 - Water Sports Management Areas*

8357 - Byways

BLM Manual

Supersedes Rel. 1-1593 e

H-8357-1 - Byways

8358 - Off-Road Vehicle Management Areas*
8359 - Special Use Management Areas*

8360 - Visitor Services

8361 - Emergency Services (Reserved)

8362 - Interpretive Services (Reserved)

8363 - Resource and Visitor Protection
(Reserved)*

8364 - Closures and Restrictions*
8365 - Rules of Conduct*

8366 - Site Management*

8367 - Environmental Education*
8370 - Use Authorizations*

8371 - Recreation Use Permits, Developed
Sites (Reserved)*

8372 - Special Recreation Permits

H-8372-1 - Special Recreation Permits for
Commercial Use

8380 - Cave Resources Management

8381 - Cave Inveatory, Evaluation, and
Classification*

8382 - Cave Planning*

8383 - Cave Protection*

8384 - Cave Resource Utilization*
8385 - Cave Visitor Use Management™

8390 - Recreation Concession Leases and
Vendor Permits

Rel. 1-1645
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8400 - VISUAL RESOURCE MANAGEMENT
8410 - Visual Resource Inveatory
H-8410-1 - Visual Resource Inventory

8411 - Upland Visual Resource Inveatory and
Evaluation*

8412 - Marine Inventory and Evaluation*

8430 - Application of Visual Resource Managemeat
Principles to Project Planning and Design

8431 - Visual Resource Contrast Rating
H-8431-1 - Visual Resource Contrast Rating
8440 - Environmental Assessment®

8450 - Rehabilitation and Enhancemeat of the
Visual Resources*

8460 - Monitoring and Compliance for Visual
Resources*

BLM Manual '
Supersedes Rel. 1-1593 FITTT L ety
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8500 - WILDERNESS MANAGEMENT*
8510 - Wilderness Inventory*

8520 - Wildemess Studies*

8530 - Wilderness Reporting™

8550 - Interim Management Policy and Guidelines
for Land Under Wilderness Review

H-8550-1 - Interim Management Policy and
Guidelines for Lands Under Wilderness
Review

8560 - Management of Designated Wilderness
Areas

H-8560-1 - Management of Designated
Wilderness Areas

8561 - Wilderness Management Plans

BLM Manual o e
Supersedes Rel. 1-1593 Do e
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8600 - ENVIRONMENTAL EDUCATION AND

PROTECTION®
BLM Manual o . Rel. 1-1645
Supersedes Rel. 1-1593 AR 12/21/94
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9000 - TECHNICAL SERVICES*
9010 - Integrated Pest Management*
9011 - Chemical Pest Control
H-9011-1 - Chemical Pest Control

9012 - Expenditure of Rangeland Insect Pest
Control Funds

9014 - Use of Biological Control Ageats of Pests
on Public Lands

9015 - Integrated Weed Management

BLM Manual
Supersedes Rel. 1-1593
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9100 - ENGINEERING

9101 - Facility Planning

9102 - Facility Design

9103 - Facility Construction

9104 - Facility Maintenance

9105 - Energy Conservation*

9107 - Engineering Computer Applications
9110 - Transportation Facilities
H-9110-1 - Transportation Planning
9111 - Aviation Facilities

9112 - Bridges and Major Culverts
9113 - Roads

H-9113-1 - Roads; Guidelines for Determination
of Curve Widening

H-9113-2 - Roads; Inventory and Maintenance
9114 - Trails

H-9114-1 - Trails

9115 - Water Facilities*

9119 - Incidental Transportation Appurtenance*
9120 - Telecommunications (See 1290)

9121 - Frequency Authorization (See 1291)*
9122 - Radio Communication (See 1292)*
9130 - Signs and Posters

H-9130-1 - Sign Installation and Maintenance
9131 - Transportation Signs

9132 - Operational Signs

BLM Manual
Supersedes Rel. 1-1593

9150 - Buildings and Recreation Facilities
9151 - Buildings
9152 - Water and Sewage*

9153 - Heating, Veatilating and Air Conditioning
Systems*

9154 - Electrical Systems™*

9155 - Recreation Facilities*

9160 - Mapping Sciences

9161 - Cartography

H-9161-1 - Cartography

9162 - Aerial Photography*

9163 - Remote Sensing™

9164 - Photographic Services*

9165 - Map Reproduction and Printing*
9166 - Map Storage and Distribution*

9167 - Geographic Information System
(GIS)*

9170 - Surface Resource Facilities
9171 - Water Development
9172 - Water Control Structures

H-9172-1 - Water Control Structures; Guidelines
for Design

H-9172-2 - Water Control Structures; Guidelines
for Construction Drawings

9173 - Protection Facilities*
9174 - Stream and Channel Structures*

9175 - Land Treatment*

Rel. 1-1645
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9176 - Stabilization Procedures*
9177 - Maintenance and Safety of Dams
H-9177-1 - Maintenance and Safety of Dams

H-9177-2 - Preparing Emergency Action Plans
(for Dams)

H-9177-3 - Reporting Dam Failures
9180 - Health and Pollution Control Facilities
9181 - Air Pollution Control*

9182 - Wastewater Treatment

9183 - Municipal/Community Related Solid Waste

9184 - Drinking Water Supply

9185 - Instructions and Methods*

9186 - Noise Abatement*

9187 - Underground Injection Control*

9188 - Nonpoint Source Pollution Control
H-9188-1 - Nonpoint Source Pollution Control
9190 - Equipment Development*

9191 - Planning*

9192 - Cost and Rate Studies*

9193 - Technical Specifications*

BLM Manual
Supersedes Rel. 1-1593
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9200 - PROTECTION

9209 - Fire Information Resources Management

9210 - Fire Management

H-9210-1 - Fire Management Technical
Procedures Review

9211 - Fire Planning

H-9211-1 - Fire Management Activity Plan
Procedures

H-9211-2 - Initial Attack Analysis Handbook -
Fire Management

9212 - Fire Prevention

9213 - Presuppression

9214 - Prescribed Fire Management
9215 - Fire Training and Qualifications

H-9215-1 - District Fire Managemeat Job
Performance Requiremeats

9216 - Fire Equipment and Supply
Management

H-9216-1 - Fire Equipment and Supply
Management Handbook

9217 - Fire/Ecosystem Relationships*
9218 - Reports and Statistics

9219 - Cooperation*

9220 - Integrated Pest Management
9230 - Trespass

9231 - Forest Product Trespass

H-9231-1 - Forest Product Trespass Procedure
Handbook

9232 - Realty Trespass Abatement

BLM Manual
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H-9232-1 - Realty Trespass Abatement
9234 - Agriculture Trespass*®
9235 - Mineral Trespass

H-9235-1 - Mineral Material Trespass
Prevention and Abatement

9236 - Litigation and Injunction
9238 - Fire Trespass

H-9238-1 - Fire Trespass

9239 - Kinds of Trespass*

9260 - Law Enforcement

9261 - Law Enforcement Standards
9262 - Law Enforcement Operations

H-9262-1 - Law Enforcement Field Operations

9263 - Minerals Management (Reserved)*

9264 - Range Management*

9265 - Timber Management*

9266 - Wildlife Management*

9267 - Water Management (Reserved)*
9268 - Recreation Programs*

9269 - Technical Services*

Rel. 11645
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9300 - APPRAISALS®*

9310 - Real Property Appraisals

9350 - Forest Product Appraisal

9351 - Standard BLM System

9352 - Development of Data

9353 - Appraisal By Analytical Procedures
9354 - Appraisal By Market Valus Procedures
9355 - Appraiser’s Opinion of Value

9356 - Stumpage Values*

9357 - Appraisal Report*

9358 - Statistics*

9359 - Index Sales*

BLM Manual N o N,
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9400 - AVIATION MANAGEMENT

H-9400-1 - Handbook for Aviation Management
ATPR/ICR

9410 - Aviation Administration
9420 - Aviation Operations
9430 - Aviation Safety

9440 - Aviation Training

9450 - Aviation Support Systems
9460 - Facilities Operation

9470 - Cooperative Programs

9480 - Aviation Research and Development*

BLM Manual MRy T sl Rel. 1-1645
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9500 - SOCIAL AND ECONOMIC ANALYSIS*

9510 - Social and Economic Analysis -
Resource Specific*

9520 - Investment Analysis*
9521 - Benefit-Cost Analysis

9522 - Cost-Effectiveness Analysis

9530 - Techniques of Economic Analysis

9532 - Budgeting

9536 - Mathematics of Finance*

9540 - Social Impact Analysis*

9550 - Data Collection and Surveys*

9553 - Socioeconomic Data System

9560 - Research and Special Studies*

9570 - Supply/Demand Analysis and Projections*

9580 - Mitigation and Monitoring*

BLM Manual CTormrny Dhi bmiulinnon
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9600 - GEO-SCIENCES®*
(formerly Cadastral Survey)

9601 - Determination of Survey Requirement*
9604 - Procurement of Commercial Resources*
9605 - Mineral Surveys*

9609 - National Cadastral Survey Priorities*
9610 - Application for Survey*

9611 - Application for Survey Without Cost
to Applicant*

9612 - Application for Survey With Costs
Prorated*

9613 - Application for Survey With Cost
to Applicant*

9614 - Special Surveys*

9615 - Protraction Diagrams*
9620 - Survey Specifications*
9621 - Special Instructions*
9622 - Assignment Instructions*
9623 - Abstracting*

9624 - Field Investigations*
9625 - Geodesy*

9630 - Cadastral Survey Record*
9637 - Records Availability*
9638 - National Archives*

9640 - Cadastral Survey Examination and
Approval*

9650 - Cadastral Survey Returns Filing*

9660 - Protests, Appeals, and Litigation*

BLM Manual
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9661 - Protests*

9662 - Appeals*
9663 - Litigation*

9670 - Survey Management and Maintenance*

9671 - Monumeats*
9672 - Survey Evidence Maintenance*
9673 - Survey Equipment Systems*

9680 - National and International Professional
Survey Relations*

9681 - Professional Societies*

9682 - Seminars and Workshops*

9683 - Professional Papers Publication*
9684 - Professional Survey Authorities*
9685 - Foreign Relations*

9686 - Professional Surveyor Development*
9690 - Land Information Systems*

9691 - Public Land Survey System/Geographic
Coordinate Data Base*

Rel. 1-1645
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Alphabetical Index

- A - Adverse Actions and Discipline . . . . 1400-752
Adverse Claims:

A-76 Compliance . . . .. .. ...... 1381 Mining Claims . . . . ... ...... 3871

Abandoned Property/Treasure Trove . . . . . 8180 Protests, and Conflicts, Mining Claims 3870

Absence and Leave . . . . . . ... .. 1400-630 Advertised Sales:

Abstracting, Cadastral Survey . . . . ... 9623 Forest Product . . . . . . ... 35401, 5441

Acceptance of Jurisdictionby BLM . . . . . 2374 Forest Product, Other Than . . . . . . 5402

Accountability and Utilization, Real Property 1532 Advertisement, Forest Product Sales . . . . 5430

Accountability, Cash . . . .. ... ... 1332 Advisory Boards . . . . . . 4 . . . . . .. 1784

Accountable Officers and Agents . . . . . . 138 Aerial Photography . . . . . . . .. ... 9162

Accounting: Affirmative:

Cost . & v v i it st e ... 1220 ActionPlan . . . . .. .. ... 1400-306
Fiscal . . . . ¢ v v o v v v v ew.. 1300 Employment Program . . . . . . . . 1400-720
Forms Index . . . . . . . ¢ .0 o... 139 Agencies, Other . . . . . . . . ... ... 1219
General and Allotment Ledger . . ... 1310 Agreement(s):

Other Project . . . . . . . ¢ v v ... 1325 Asgistance . . . ... . . e e e e . 1511
Principles and Standards . . . . . .. 1301 Datashare . .. .. ......... 1278

Acquired Lands . . . .. .. ... e .« ¢« 2140 Internationat . . . . .. . ... ... 1776

Acquisition: Agriculture Trespass . . . . . . . . . . . 9234
ADP Equipment . . . . . « . . o . . . . 1263 AIM . e e e e e e e e 1261
General . . . . .. ... .. .. ... 1510 Project Structure . . . . . . . . . 1261-1
Management . . .. ... ....... 2100 Project Initiation . . . ... .. 1261-2
of Excess Personal Property . . . . .. 1529 Air:
of Lands or Interests inlands . . . . 2130 Conditioning Systems . . . .. ... . 9153
Regulations . . . . ... ....... 1510 Pollution Controt . . . . .. ... .. 9181
Inspection and Possession . . . . ... 2135 Resources . . . . . . .. ... .... 7300
Leases, Procedures . . . . ... ... 2121 Soil and Water (See Soil, Water and Air)
Leases, Procedures . . .. ... ... 2121 Aircraft, Wild Horse and Burro . . . . . . 4740
of Lands by Purchase . . . ... ... 2137 Airport:
of Lands by Condemnation . ..., ... 2137 Leagses . . ... ........... 2911
Processing . . ... ........ 2101-1 Patents . . . .. ... ........ 2640
Negotiations . . . .. .. ... ... 2133 Patents, Procedures . . . ., . . . . . 2641
Real Property . . . . . ... ..... 1531 Alaska:

Recordation . . . .« . v v v v 4 v . .. 2134 Exploration in, Oil and Gas Geopohysical 3152

Act of July 17, 1914, Disposal of Reserved Fur FarmLeases . . . . . . .. . ... 2916
Minerals Under The . . . . ... ... 3813 Homestead Settlement . . . .. .. .. 2567

Acting Officials, Delegation of Authority . 1203 Management and Protection of The

Activity Plan: National Petroleum Reserve in . . . 2361
Coordination . . ... .. « e e 0. 1619 Occupancy and Use . . . . . . . . ... 2560
Lands . . . . . .. i i it v .. ... 2050 State Grants . . . . .. .. ... .. 2627

Additional Entries, Homestead . . . . . . . 2512 White Mountains National Recreation Area 3585

Adjudication, Equitable . . . . ... ... 1870 Alaska Livestock Grazing:

Administration: General . . . .. .. ... .... . . 4200
General . . . . ... ......... 1100 Conditions . .. .. .. ... e« . . 4210
of Land Use Authorizations (Compliance) 2064 Disposition of Leased Lands . . . . . . 4230
of Rights Granted . . . . . ... ... 2883 Leased Lands Disposition . . .. . .. 4230
of Rights Granted . . . . ... .... 2803 Procedures . . . . . . . ¢ v v . ... 4220
of Rights-of-Way Granted (Compliance) 2801-2 Public Sale Act, Lands Patented Under The 3822

Administrative: Railroad Townsites . . . . .. .. .. 2566
Management . . ... ......... 1200 Alaska Native:

Mandates . . . ... ... e s .« s . 1633 Claims Settlement Act (ANCSA) . . . . . 2275
Measures, Protection of Natural History 8241 Federal Installations . . . . . .. .. 2655
Procedures Reviews . . . . . . . ..o 1244 Hearings Upon Possessory Claims to Lands
Remedies, Forestry . .. ... . ... 35003 and Waters Used and Occupied by . . . 1851
Remedies, Grazing . . . . . . . . . .. 4160 Regional Selections . . . . . ... .. 2652
Remedies, Wild Horse and Burro . . . . 4770 Selections . ... .......... 2650
Review . . . .. .. ......... 183% Village Selections . . . ... .. .. 2651
Services . . ... ... ....... 1500 Alaska 0il and Gas:

Adoption of Wild Horses and Burros . . . 4750-2 Bonding . « « & 4 v« v vt v e ... . 3134

ADP: Consolidations . . . .. ... .. .. 3135
General . . . . & v ¢ v v v v a0 s .. 1260 Geophysical Exploration, Outside of . . 3151
Equipment, Acquisitionof . . . . ... 1263 Issuance of Leases ., . . . ... ... 3132
Standards . . . . . . 4 0 0 4 ... .. 1262 Leasing, National Petroleum Reserve . . 3130
Training . . . . . . . .. ... ... 1266

BLM Manual Rel. 1-1645
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Alaska 0il and Gas: (cont.)
Relinquishments, Terminations, and
Cancellations of Leases . . . . . . .
Royalties andRentals . . . . .. ...
Transfers, Extensions
Alaska Reindeer Grazing:

3136
3133

and Consolidations 3135

Conditions . .. ... ........ 4310
General . . . .. . .. ... ... 4300
Procedures . . . . ... .. ..... 432
Protests . . . . .. ......... 433
Trespass s e s s s e e s s s s = 4340
Allotment:
Accounting . . . . . . v v ... ... 1312
Appropriations and “ e s e e e e s s s 1691
General . . . . . ¢ i v v v vt .. 253
Indian . . ... .00 ecau... 25%
Ledger Accounting . . . . . .. ... . 1310
Native . . . . . . v v v v v v oa.a 2561
Within National Forests . . . ... .. 2533
Allowable Cut Planning, Forestry . . . . . 5240
Allowances:
and Differentials Payable in Nonforeign
Areas . . . . . . ¢ . e oo .« « 1400-591
Position clasmf!catlon, and Pay . 1400-500
Alluvial Valley Floor, Coal . . . . .. .. 3436
Alternative Work Schedule . . . . . . . 1400-620
Analysis:
Economic, Wildlife . . . .. ... .. 6507
Supply/Demand . . . + ¢« « « « « v« o . .« 9570
Watershed Condition . . . . . . ... . 7210
Animal Damage Control . . . . ... .. .. 6830
Annual:
Productive Capacity, Forestry . . . . . 5041
Timber Product Sale Plan . . ... .. 5410
Work Plan - Operating Budget . . . . 1681
Annuities and Insurance . . . . . . . . 1400 -800
Appeals:
Alaska Livestock Grazing . . . . . . . 4240
and Grievances to the Agency . . . 1400-771
Cadastral Survey . . ... ... 9660, 9662
Geothermal . . . . ... ... ... . 3266
Geothermal Unit Agreements . . .. . . 3285
Inspection and Enforcement, Production
Verification, Solid Hmerals « - .. 3558
QilandGas . . . . .. . e ... .. 3165
Pipeline(OorG) . . . ........ 288
Procedures . . . ... ........ 1840
Rights-of-Way . . « « « v o« v v o « . . 2804
Unitization . . . . . ... ...... 3185
Application(s):
Geothermal Unit Agreement . . . .. . . 3281
Indian Allotment . . ., . . ... ... 2531
Lode Mining Claim Patent . . . . . . . 3862
Mineral Patent . . . ... ...... 3860
0il and Gas Pipelines . . . . ... .. 288
Permit to Drill and Subsequent
Operations, Oil and Gas . . . . . . 3160-1
Placer Mining Claim Patent . . . . . . 3843
Procedures, Administrative . . .. . . 1820
Qualifications of . . . . . ... ... 1811
Rights-of-Way . . . . . . . . « .. .. 2802
Survey (Cadastral) . ... ...... 910
Survey With Cost to Applicant . . . . . 9613
Survey With Costs Prorated . . .. .. 9612
Survey Without Cost to Applicant . . . 9611

BLM Manual
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Unit Agreement . . . . ........ 3181
Visual Resource Management Principles . 8430
Appointment and Removal, Power of . . . 1400-311
Appointments, Translnonal and Veterans
Readjustment . . . .. ... ... 1400-307
Appraisal(s) . ... ........... 9300
Analytical Procedures . . . . ... .. 9353
Development of Data . . . . . .. ... 9352
Forest Product . . . . . v o o . o . . 9350
Index Sales . . . . .......... 935
Market Value Procedures . . . . . . . . 935
Mineral Material . . . . « e . . . . 3630
of Locatable Mineral Estates e .. . . 3896
Real Property . . . . . . ¢ ¢« v o o . . 9310
Report . .. .. e s e e s e s s . 9357
Standard 8LM 5ystem “ e e e s . .. 9351
Statisties . .. ........... 9358
Stunpage Values . . . . . . ... ... 935
Appraiser's Opinion of Value . . .. . .. 9355
Appropristions:
Acts and Congressional Directives ., . . 1676
and Allotment Accounting . . . . . . . 1312
and Allotments , . . . .. .. .... 1691
Budget . . ... ....... e e - - 1691
Aquatic Regervoirs . . . . .. ...... 6721
Aquatic Resource Management . . . . . . . . 6720
Area(s):
Designated by Congress, Special . . . . 8014
Management (See Management Areas)
Management, Special . . . . .. .. .. 8010
of Critical Environmental Concern
(Recreation) . ... ........ 8011
of Critical Envirormental Concern
(Plamning) . .. .. ... ..... 1613
of Jurisdiction, Boundaries . . . . . . 1202
Special . . . ... ... ....... 2780
Subject to Special Mining Laws . . . . 3820
Areas and Sites:
Designationof . . .. .. ...... 2070
Procedures . ... .......... 2072
Areas and Trails, Designation of (Off-Road
Vehicles) . ... ... ....... 83%2
Arizona:
Papago Indian Reservation . . . . . . . 3825
Prescott Watershed . . . . . . .. .. 3824
Arkansas:
Drainage . . . . . . ¢+« v ... .. 2784
Erroneously Meandered Lands . . . . . . 2543
Asphalt inOklahoma . . . . . . . .. ... 3570
Bore Holes and Samples . . . . . . .. 3573
Competitive Leasing . . . . . . . . .. 3574
Inspection and Enforcement, and
Issuance of Orders . . . . . . . . . 3578
Late Payment or Underpayment of Charges 3579
Lease Terms and Conditions . . . . . . 3571
Lease Renewals . . .. ........ 3576
Mapg and Plans . . . ... .. .. .. 3572
Noncompetitive Leasing, Fringe Acreage
Leases and Lease Modifications . . . 3575
Production Records and Audits . . . . . 3577
Production Records and Audits . . . . . 3577
Assessment(s):
Energy and Mineral Resources . . . . 3031
Envirormental . . . . . .. .. .... 1792
Ground Water . . . . . ... ... .. 3034
Rel. 1-1645
12/21/94
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Assessment(s): (cont.)
OitandGas . - + v ¢ ¢« o v ¢« v . . . 3163
Work . . ... .. .. e.... 3850, 3851
Work, Deferment of . ... ... ... 382

Assignment:

and Other Transfers, Oil and Gas . . . 3106
and Subleases, Solid Minerals . . . . . 3506
Coal, Trangsfers by . . .. ... ... 3453
Instructions . . . . o ¢« v 4 . o . . . 9622
Assistance Agreements . . . . . . . . . . . 151
Assistant Disbursing Officer . .. . ... 1383
Associations and Societies . . ... ... 178
Attendance and Leave . . . . .. .. . 1400-600

Attendance at Non-Government and

International Meetings . . ... ... 1788
Audit(s):

Asphalt in Oklahoma . . . . ... ... 3577

Coordination, Response, and Followuwp . 1245

Followup . . . . 0 ¢t v v v v oo 1306

Inspections, and Surveys (Personnel) 1400-273
Authorizing Grazing Use . . . . . .. ... 4130
Automated:

Data Processing (See ADP)

Fleet Management System . . . . . . . 1525-2

Information Systems Security Program . 1264

Mining Claim Recordation System . . . 1274-1

Personal Property System . ... ... 1528
Automation, Information Resources

Management (AIM) . ... .... ... 1261
Availability of Official Information . 1400-294
Available Lands; Limitations; Unit

Agreements; Lease Issuance . . . . . . 3201
Aviation:

Administration . . . . . ¢ . .. ... 9410
Cooperative Programs . . . . . . . . . 9470
Facilities . . . ... ... ..... 911
Facilities Operation . . .. ... .. 9460
Management . . . ... ........ %00
Management ATPR/ICR Handbook . . . . 9400-1
Operations . . . .. ......... 9420
Research and Development . . . . .. . $480
Safety . « . 4 4 4 f 4 e e e = ... 9430
SUPPOrt SYSTEMB . . & & o« « » = = &« » » 9450
Training . . « v ¢ & & & v v v v v . . $440
Avoidance of Adverse Effects to Cultural
Properties . . . . . .. ... ... . 8143
Award(s):
Incentive . . . . ... ... ... 1400-451
of Contract, Forest Products . . . . . 5450

Basic Concepts and Definitions, Personnel 1400-210
Benefit-Cost Analysis . . . . . . . .. . . 9521

Benefits, Unemployment . . . . . . . . 1400-850
Bidding Procedure, Forest Products . . . . 5442
Big Game Studies . . . . . . 4« ¢ .. . . . 6630
Field Procedure . . . . . . ... ... 6633
Habitat Condition and Trend . . . . . . 6635
Inspection Methods . . . . . .. ... 6634
Preparatory Information . . . . . . . . 6632

Requirements . . . . . . . . .. . .. 6631
Water Analysis for Fisheries . . . . . 6674

Billings . . ... ... “ e s e e e e e 1371
Bills of Lading, Government . . . . . .. . 1545
Biodiversity . . . . ¢« v ¢ 4 ¢« ¢ 4t 0 o 4 W 1736
BLM Manual

Supersedes Rel. 1-1593

Biological Control Agents Used on Pests

onPubliclands . . . . . . ... ... 9014
Biological Specimens, Preparation of . . . 6620
BLM Handbooks . . . . . . . . . ... ... 1221
BlM Manuals . . . ... ... .. e e ool 1221
Boise Interagency Fire Center . . . . . . . 1217
Bonding, Alaska Oil and Gas . . . . . . . . 3134
Bond(s):

o 3474

Forest Products . « « = « v« « « « = . . 5451

Geothermal Lease . . . . . ... .. 3206

Qiland Gas . . . . . + & ¢ v o« - . . 3104

Requirements, 0il and Gas Gephysical . 3154

Solid Minerals . . . .. . ... ... 3504
Bore Holes and Samples:

Asphalt in Oklahome . . . . . . .. .. 3573

Solid Minerals . . . ... ...... 3593
Boundaries, Areas of Jurisdiction . . . . . 1202
Bridges and Major Culverts . . .. . ... 9112
Budget:

- Administration . . . ... ... ... 1690
Allotments . . . . ... ... .... 1691
Anendments . . . . . .. ... .. .. 1675
Appropriations . . . .. ... .. .. 1691
Development . . . . . . ... ... .. 1670
Estimates . . . . . ... ....... 1672
Execution . . . . . ... .. ... .. 1680
Execution Reports . . . . . . ... .. 1693
Hearings and Transcripts . . ... .. 1674
Justifications . .. .. ... .... 1673
Special Reports . . . . . . ... ... 1694
Supplemental . . ... ... ..... 1675

Budgeting:

Economic Analysis . . . . . . ... .. 9532

Planning, and Programming . . . . . . . 1600
Buildings . . . . .. ... ... ... .. 2151

and Recreation Facilities . . . . . .. %150
Bureau:

Initiated Classification System . . . . 2460

Planning System . . . . . . ... ... 1601
Burro (See Wild Horse and Burro)

Byproducts, Production and Use of

Geothermal . . . . .. .. ...... 3242

BYWays . . . . i 4 it h e e e e e e .. 8357
- c -

Cadastral Survey (Also Geo-Sciences)

Cadastral Survey:

Abstracting . . . . . . . . . ... .. 9623

Appeals . . . . v . . .0 2. .. 9660, 9662

Examination and Approval . . . . . .. 9640

Field Investigations . . . . . . . .. 9624

Foreign Relations . . . . . . ... .. 9685

Monuments . . . . . .. . . 4.0 . . 9671

National Archives . . . . . ... . .. 9638

Protests, Appeals, and Litigation . . . 9660

Record . . . . . . ¢ ¢ ¢ s v 0 v v . 9630

Records Availability .. ... .. .. 9637

Returns Filing . . . . . . . ... .. 9650

Seminars and Workshops . . . . . . .. 9682

Special Instructions . .. . .. .. 9621
California Park or Other Public Purposes,

Reserved Minerals . . . . . . .. . .. 3584

Canceled Entries, Reinstatement of . . . . 1826

Rel. 1-1645
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Cancellation(s):
Coal . . & v v i i v i v e e« .. 3452
of Leage Operations, Oil Shale . .. . 3934
of Leases, Alaska Oil and Gas . . . . . 3136
Oit andGas . . . . . .. ....... 3108
SolidMinerals . . ... ....... 3509
Capacity Management, SPM/M Systems
Performance Measurement/Management . . 1269
Career:
-Conditional Employment . . . . . . 1400-31%
Employment . . ... ... .... 1400-315
Federal Personnel Administration . 1400-931
InternProgram . . .. ... ... 1400-361
Carey ACt & . & & v i i ittt e v e e ... 2626
Segregation Procedures . . . . ... . 2611
Carey Act Grant(s):
General . . . . . ... ¢ .t v.ea.. 2610
Issuance of Patents . . . . ... ... 2612
Preference Right Upon Restoration . . . 2613
Cartography . « v & ¢ ¢ ¢ 4 v o v o v = o . 9161
Case File System, Serialized . ... ... 1274
Cash Accountability . . . .. .. .. ... 1332
Categorical Exclusions . .. .. ..... 1™
Cave: }
Inventory, Evaluation, and
Clagsification . . .. ....... 8381
Planing . ... ........... 838
Protection . . ... ......... 8383
Resource Utilization . . .. ... .. 838
Resources Management . . . ... .. . 8380
Visitor Use Management . . ... ... 8385
Ceilings and Limitations . . .. ... .. 1683
Change of Station Handbook . ... . . . 1382-1
Chemical Pest Control . . . ... ..... %M
Choctaw-Chickasaw . . . . . . . . . . ... 2781
Claimant's Rights, Public Law 585 . . . . . 3744
Claim(s) . . .. .+ i v v v vwuwuwweae. 138
Color-of-Title, New Mexico, Contiguous
to Spanish or Mexican Grants . . . . 2542
forDamage . . . .. .. ....... 1873
Locations and Patents, Public Law 585 . 3741
Lode . . . . . . ¢ it v v v eaooao. 381
Placer . . . .. .. v v .ee... 382
Tort .t i e i e e e e e e e . 1386
Classification(s):
Cave . . . . 4 ¢ v e b 4 e v e .. .. 8381
Criteria for Disposal . . . . ... .. 2430
Criteria for land . . . . . . ... .. 2440
land . . . ... ... 0. ... 2600, 2410
Land, Opening and Allowance . . . . . . 2470
Multiple-Use Management . . . . .. .. 2420
of Federal Lands, Minerals . ... .. 3020
Procedure, Petition-Application . . . . 2450
Procedures, Multiple-Use . . . . . .. 2461
System, Bureau-Initiated . . .. ... 2440
Under the General Schedule . . . . 1400-511
Closures and Restrictions . . . ... . .. 8364
Coal:
Bonds . o . v 4 4 i itk h e e ... 3474
Competitive Leasing . . . . . ... .. 3420
Continuation of Leases . . . . .. . . 3451
Diligence Requirements . . . ... .. 3483
Economic Evaluation . . . . . ... .. 3073
Environment . . . . . . ... ... .. 3460
Exploration and Resource Recovery and
ProtectionPlans . . . .. . ... . 3482
BLM Manual

Supersedes Rel. 1-1593

Exploration License . . . . ... ... 3410
Exploration, Provisions . . . .. . . . 3481
Exploration Rules . . . . . . .. ... 3480
Federal Lands Review-- Unsuitability

forMining . . ... ... ... .. 3461
Fees, Rentals, and Royalties . . . .. 3473
- Inspection and Enforcement, Production -

Verification, and Appeals . . . . . . 3486
Lease and Coal Land Exchanges-Alluvial

Valley Floor . . . ... ... ... 3436
Leagse Exchange . . .. ... ... .. 3435
Lease Modifications . . . . . . .. .. 3432
Lease Qualification Requirements . . . 3472
Lease Sales . . . . . . ... ..... 322
Lease Terms . . . . ... ....... 3475
Leaging on Application . ... .. .. 3425
License toMine . . . . . ... .. .. 340
Logical Mining Unit . . . . ... ... 3487
Management . . . . . . . .. ... .. 3400
Management of Existing Leases . . . . . 3450
Management Provisions and

Limitations . . . . ... ... 3470, 3471
Mining Operations Rules . . . . .. . . 3480
Negotiated Sales, Right-of-Way . . . . 3431
Operations on Indian Lands,

Mining Plans for . . . . .. ... 3482-2
Performance Standards . . . . . . . .. 3484
Preference Right Lease . . . . . . . . 3430
ProtectionPlans . . ... ... .. . 3482
Public Law 357; Entry and Location of

Source Material . . . .. .. .. .. 3720
Readjustment of Terms . . . . . . . . . 3451
Relinquishment, Cancellation, and

Termination . . . . .. ... .. .. 3452
Reports, Royalties, and Records . . . . 3485
Resource Recovery and Protection Plans 3482
Split Estate Leasing . . . . . . . .. 3427
Surface Management and Protection . . . 3445
Transfers by Assignment, Sublease,

or Otherwise . . . . ... ... .. 3453

Coastal:
Habitat . . . . ... ... ...... 6770
Surveys, Wildlife . . . . . . ... .. 6614
Zone Management . . . . . . . . . . .. 1738
Collections . . . . . . ... ... .... 1372
Color-of-Title:z
ACt ¢ ¢t s e e e e . e e e s« . 2541
Claims, New Mexico, Contiguous to

Spanish or Mexican Grants . . . . . . 2542

Grants . . . . . . 4 . 4 . v . e . .. 2540
Combined Hydrocarbon Leasing . . ... .. 3140
Commercial:

Resources, Procurement of . . . . . . . 9604

Thimning . . . . . ... ... .. .. 5742
Commi ttee(s)

International . . . . ... ...... 1775

Management . . . . .. . . ... ... 1783
Common Use Areas . . . . . .. ... ... 3604
Common Varieties . . . . ... ...... 3711
Communications . . . . . ... ...... 1290

Data . . . .. . ¢ i i v e i e ... 1294

Radio & - = v ¢ v ¢ v v v o e e e .. 1292

Rights-of-Way . . . . . . . . ... .. 2860

Telephone . . . . . . . .. . .4 ... 1293
Communitization . . . . . ... .. .. 3160-9
Community/Municipal Related Solid Waste . . 9183

Rel. 1-1645
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Community Pits . . . . ¢« ¢ ¢ v v o o s « . 3604
Compensation, Injury . ... ... .. 1400-810
Competitive:
Bidding, Minerals . . . . . ... ... 3003
Examination, Recruitment and :
Selection Through . . . . . . . . 1400-332
Service . . . . . . . s v s e . . . 1600-212
Status . . . . . . . s . e . . .« 1400-212
Competitive Leases:
Geothermal . .. . ... ....... 320
Ciland Gas « + « & « v+ o ¢« ¢« ¢« o «» = « 3120
Competitive Leasing:

Asphalt in Oklahoma . . . . ... ... 357
Coal . o v i v v ot e e v v o o s 3420
Gilsonite . . . . v 4 ¢ o o v s ¢« s « . 3555
Hardrock Minerals . . . . . ... ... 3564
Oil Shale . . . . . . ¢ ¢ v ¢ v ¢ ... 3920
Phosphate . . . . . . .. ... ... 3515
Potassium . . . . v & ¢ ¢« ¢« « ¢« « « . o 3535
Sodium . . . . 4 i 4 i v e e e ... 3525
Sulphur « . . . . . . . 0 h i e e . .. 3545
Tar Sand Areas, Hydrocarbon . . . . . . 3141
Compilation, Statisties . . . . .. .. .. 1161
Completion of Deeds . . . . . . . . . « . . 2131
Compliance . . . ¢« ¢ v ¢« v o ¢ =« o s « « « 1140
Land Use Authorization . ... . ... 2064
Wild Horse and Burro . . . . . . . . . 4760
With OMB Circular A-76 . . . .. . . . 1381
With United States Foreign Policy . . . 1777

Computer:

Applications, Engineering . . . . . . . 9107

Assistance inPlanning . . . ... .. 1635
Concession: .

Contract . . . . & « « v « = = = « » « 1368

Leases and Vendor Permits, Recreation . 8390
Condemnation . . . . + « v ¢ o« o« « o 21012

of Lands or Interests inlLands . .. . 2137
Conditions:

Livestock Grazing-Alaska . . . . . . . 4210

of Use, Off-Road Vehicles . . . . . . . 8341

Reindeer Grazing-Alaska . . . .. . . . 4310
Conduct:

Employee . . .. .. .. ... .. 1400-735

of Sales, Forest Products . . . . . . . 5440
Conflicts:

Mining Claims . . . . « . . ... ... 23872

Oil and Gas . « « 4 « ¢« o « = « & o « « 3165

Congressional Liaison . . . . . e e e .. . 1781
Conservation: .
Energy . . . . . .. “ s s e e oe 9105
Provisions, Cooperative . . . . . . . .« 3105
Provisions, Geothermal . . . . . . .. 3243
Consistency, Planning . . . . . . . .. . . 1615
Consolidations, Oil and Gas, Alaska . . . . 3135

Construction:

Contracting for . . . . . .. ... . 1510-3

Facility . . .. .. e e e s e . s . . 9103
Consuitants, Employment . . . . . . . . 1400-304
Contests, Mining Claims . . . . . . ... . 3872
Continuation, O&G Leasing . . . . . . « . . 3107
Continuation of Leases, Coal . . . . . . . 3451
Contract(s):

and Permit Requirements, Forest Products 5462

Assignment, Forest Products . . . . . . 5474

Award of Forest Products . . . . « . . 5450

BLM Manual
Supersedes Rel. 1-1593

Cancellation, Forest Products . . . . . 5480

Concession . . . ... .. o.oao.. 1368
Modification-Extension-Assignment,

Forest Products . . . . « « » « « « . 5470
Payments, Forest Products . . . . . . . 5461
Suspension, Forest Products . . . . . . 5480
Termination, Forest Products . . . . . 54%0
Termination of, Forest Products . . . . 5484
Violation, Forest Products . . . . . . 5480

Contracting:

for ADP . . . . & ¢« 4 ¢ o c o« s o . . 1510-7
for Construction . . .. ... ... 1510-3
for Qil and Gas Inspection, Detegation

of Authority . . . ... ... ... 3190

for Services . . . . ... ... .. 1510-4
for Studies, Analyses, Inventories
and Surveys . . . . . . . . ... . 1510-6
for Supplies and Equipment . . . . . 1510-5
General . . . . . . .. .. .. 1510, 1510-2
Hardrock Minerals Development . . . . . 3567
Contractors, Responsible Prospective . . . 1510
Control, Organization . . . . . . ... .. 1202
Conversion(s):

Between Pay Systems . . . . . . . . 1400-539
to Water Well, Oit and Gas . . . . . 3160-4

Conveyance(s):
Documents . . . . . « e 0 e e . . . - . 1860
Final Certificates . . .. ... ... 1861
of Federally-Owned Mineral Interests . 2720
Other Title . . . . . . ... ... .. 1863
Cooperation, Fire Management . . . . . .. 9219

Cooperative Agreements:
for 0il and Gas Inspection, Delegation

of Authority . . . . .. .. .. .. 3190
FOrestry . . ¢ ¢ ¢ ¢ v o o & o o s o & 5040
‘with States and Tribes . . . ... .. 3192

Cooperative Conservation Provisions . . . . 3105
Geothermal . . . .. ... ... ... 3243

Cooperative Education Employment (See Youth
and Student Employment Programs)

Cooperative Programs, Aviation . . . . . . 9470
Cooperative Relations . . . . . e e e e e 1780
Federal Agencies . . . .. e e e e 1782
Federal Agencies, Wildlife . . . . . . 6522
Wildlife . . . ... ... ...... 6520
Wildlife, State Agencies . . . .. .. 6521
Cooperative Sustained Yield Agreements,
Forestry . . . ¢ ¢ ¢ v o v o v o o 4 . 5044
Coordination:
and Consistency, Planning . . . . . . . 1615
Lands . . . . . . . ¢ . .. e e e e 2010
Minerals . . ... ... ... .. 3010
Statistics .« & & 4 4 ¢ 4 0 ke 4. .. 1163
Copying, Printing, Duplicating, and
GraphiC APtS . . ¢ o« ¢ v « v o & & & & 1550
Correction of Conveyancing Documents . . . 1865
Corrective Actions, Personnel . . . . . 1400-274
Correspondence Preparation . . . . . . . . 1541
Cost(s):
Accounting . . . . .. .. e e e e 1320
Accounting, Concepts . . . . + « « « . 1321
and Rate Studies . . . . . . . . . .. 9192
-Benefit Analysis . . . . . . . . . .. 9521
-Effectiveness Analysis . . . . . . .. 9522
RECOVErY . . . v & ¢ ¢ o o o o « & & 1270-2

Rel. 1-1645
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Cost(s): (cont.)
Recovery for Reimbursable

Projects/Activities . . . . ... .. 1323
Reimbursement of Rights-of-Way . . . . 2808
Road Construction . . . « « o « « . « « 1322

Council on Environmental Quality,
Referrals tothe . .. ........ 1796
Counseling Programs, Federal Employees
Health and . . . . .. . ... .. 1400-792
Criteria:
for Disposal Classifications . . . .. 2430
for Land Classification . . . . . . . . 2440
Cross Functional Activities Management . . 1110
Cruising, Timber . .. . ... ...... 5310
Cultural:
Heritage Education . ... .. .. .. 8170
Properties, Avoidance and/or
Mitigation of Adverse Effects to . . 8143
Cultural Resource(s):
Data, Recovery of . . « . ¢ &« ¢ + . . « 8142
External Plans Coordination . . . 8133, 8324
Identification . ... ........ 8110
Interpretation . . . . ... ... .. 8152
Inventory and Evaluation . .. .. .. 8111
Management . . . ... ........ 8100
Management Plans . . . . . . ... .. 8131
Nomination to Special Systems . . . . . 8120
Physical and Administrative Protection 8141
Plamning . . « ¢« o ¢ & = v ¢ ¢« «« . . 8130
Program Monitoring . . . . . ... .. 8102
Project Plans . . . . . . . ¢« o ... 8132
Protectionof . . . . . ... ... .. 8140
Restoration/Reconstruction of . . . . . 8190
State and Local Systems . . . ... .. 8129
Use Permits . . . . ¢ = v o &+ « = « . . 8151
Utilization . . . . « . . o v ¢« o . . . 8150
Culverts, Major .« « « o 2 « « o« =« s o« &+ = » 9112
Customer Service (See Information Access Center
or Pubtic Affairs)
Cutting and Removal:
Expiration of Time for . . .. .. .. 5463
Extension of Time for . . . . . . . .. 5473
Cutting Methods . . . « « « = = + « « « . « 5630
- D -
Damage, Personal Property . . . . . . . . . 1524
Dams:
Emergency Action Plans for Dams . . . 9177-2
Maintenance and Safety of . . . . . . . 9177
Data:
Administration . . . .. . ... ... 128
Collection and Surveys . . . . . . . . 9550
Collection, Special Status Species . . 6846
Communications Management . . . . . . . 1296
Processing (See ADP)
Share Agreement . . . . .« . . « « . . . 1278
Standardization, Personnel . . . . 1400-292
Decision Procedures, Administrative Appeals 1841
Deeds, Completion of . . . . . . .. .. . 2131
Deferment of Assessment Work . . . . . . . 3852
Delegation of Authority . . « « « « « . « . 1203
Contracts for Qil and Gas Inspection . 3190
Cooperative Agreements for 0il and Gas
Inspection . . .. .. ....... 319

BLM Manual
Supersedes Rel. 1-1593
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Delinquent Accounts . . . . . .. ..... 1375
Department of Defense, Exploration of
Llands Under . . . . . .. .. .. ... 3153
Descriptions and Acreage, Solid Minerals . 3501
Desert Land Entries . . . . . . . . . ... 2520
Payments . . . . ¢« « ¢ v o o o« . 2523
Procedures . . . . . ...+ 4 ¢4 ... 2521
Within A Reclamation Project . . . . . 2524

Design, Facility . . . . ... ... .. 9102
Designation(s):
of Areas and Sites . . . . . 2070

of Areas and Trails, Off-Road Vehicles 8342

of Right-of-Way Corridors . . . . . . . 2806

Type and Effect, Lands . . . . .. . . 2071
Destruction of Wild Horses or Burros and

Disposal of Remaing . . . . ... .. . 4730
Determination of Survey Requirement . . . . 9601
Developed Sites, Recreation Use Permits . . 8371
Developing Policies, Procedures, Programs,

and Standards, Personnel . . . . . 1400-271
Development:
Contracts, Hardrock Minerals . . . . . 3567

Equipment . . . . . . ...+ ¢ ... . 9190

of Data, Appraisal . ... ... ... 9352

Organization . . . ... . ... ... 1253
Diligence:

Requirements, Coal . . .. ... ... 3483
Development, Hydrocarbon . . . . . . . 3142
Development, Indian . . . . . . . . . 3160-16
Directives . . . . . . ¢ c c s s s« ... 1221
Disability Insurance . . . .. ... . 1400-832

Disabled Veterans, Plan for Employment of 1400-306
Disaster:
Recovery . . . . . .. .. 4+ .... 1273
Relief . . . ... .......... 1815

Disbursements . . . . . « . . . . . . 1370, 1376
Discipline:
and Adverse Actions . . . . . . . . 1400-752
Employee . . . .. . ... .« .. . 14600-751

Disclaimers of Interest in Land, Recordable 1864
Disclosure Requirements, Financial . . 1400-734
Discovery Reports/First Production,

OitandGas . . . . . . .. e s - « o 3160-3
Disease Control, Forestry . . . ... . . . 5820
Display of Flags . . . . ... ... ... 1536
Disposal(s):

Classification Procedures -

Over 2,560 Acres . . . . . . . . .. 2462
Classifications, Criteria for . . . . . 2430
Nonsale . . . ... .......... 5500
of Mineral Materials . .. ... ... 3602
of Reserved Minerals Under The

Stockraising Homestead Act . . . . . 3814
of Reserved Minerals Under The Act of

July 17, 914 . . . . . . . . . . . . 3813
of Wild Horses or Burros Remains . . . 4730
Personal Property « « . « .« « » o « « . 1527
Real Property . . . « « « « « + « - - . 1533

Disposal of Unneeded Easements . . . . . 2101-3
Disposition:

of Leased Lands, Alaska Livestock

Grazing . « « v « ¢ o o« = o o « « - . 4230
Records, and Testimony . . . ... . . 1872
Grants . . « « « « s s 2 o + « » = . . 2600
Occupancy and Use . . . . . . . . . .. 2500
Sales . . . . ... s e e s s o« . . 2700

Rel. 1-1645
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Distribution:

and Sale of Printed Materials . . . . . 1554
of Paychecks . . « « = ¢« o « =« = » « » 1343
Of ReceiptS « ¢« ¢« ¢ ¢ o o = = « o v« . 1373
of Receipts . . v ¢ o o o 2 v o o o« o 1317

Disaster Recovery Plan for Paper and

FIilMReCOrdS . « « « v ¢« « + & o « « 1273-1
District:

Fire Management Job Performance

Requirements . . . . « » « « » « » 9215-1
Land and State Office Reports . . . . . 1321
Offices . « ¢« o ¢ & ¢« o o o o o o o« 1212

Document Processing and Control . . . . . . 1314

Drainage:

APKBNSAS .+ « ¢ = o o « o o s s o « « « 2784

Protection, Oil and Gas . . . . . . . 3160-2
Drinking Water Supply . . . . . .« . . . . 9184
Duplicating, Printing, Copying, and

Graphic APtS . . . ¢« 2 « « ¢« « = « « » 1550

Duty:
Hours of . « +« « o ¢ = « = = o » « 1400-610
Restoration to . . . . . . .. . . 1400-353
- E -
Easements:
Disposal of Unneeded . . . . . « . . 2101-3

Permits and Leases (Use) . . .. ... 2920
Ecological Site Inventory . . . . . . . . . 4410
Economic:

Analysis, Budgeting . . . . . . . . . . 9532
Analysis, Techniques of . . . . . . . . 9530
Analysis, Wildlife . .. .. .. ... 6507
Evaluation, Oil and Gas . . . . . . . . 3071
Economy ACt = . =« v v o« o « o« = » & e« . . 1510
Ecosystem Management . . . . . . « » « . o« 1736
Education, Envirommental, visitors . . . . 8367
Electrical Systems . « ¢« « « ¢ « =« « « « - 9154

Electrocution on Powerlines, Prevention
Of RGPLOF . &+ « « « s v o = « o« « « « » 2851

Electronic Records Administration . . . 1270-1
Emergency:
Action Plans for Dams . . . . . . . . 9177-2
Employees . . . . « ¢ 4 4 o 4 0 o o . 1346

Evacuation - Fiscal Procedures . . . . 1389
Fire Rehabilitation . . . . . . . . . . 1742
OperationNS . « « « « « « « « « = « » « 1170

SErvices . . 4« ¢ ¢ st 0 s e e e s 0. . 8361
Employee(s):
CONACE = =« o « = « = « o o « « « « 1400-735
Identification Cards . . . . . . . . . 1102
MiSCONDUEE . v & o o« = ¢ « o s « o o « 1144
MiSSING v v v ¢ = o o o o « s = s o o « 1349
Overpayments . . . « = « « « « « « » » 1333
Performance and Ut1hzatlon « . . . 1400-400
Responsibilities and Conduct . . . 1400-735
Retirement . . . v v o o « o = o » 1400-831
Safety . . . ¢ v - 4 4 e e e e e .. . 1112

Utilization « « « « « « « « + « » - 1400-400
Employment . . . . « o « « « « « « » » 1400-300
of Experts and Consultants . . . . 1400-304
of Relatives . . . . « <« « . o« 4 1400-310
Part-Time . « « v « o « « « « « « « 1400-340
Under the Executive Assignment System1400-305

BLM Manual
Supersedes Rel. 1-1593

Endangered Species Act (ESA) . . ... . . 6841

Administration of the . . . . . . .. 6842
Energy and Mineral Resource:

ASSESSMENt . . + ¢ ¢ o = « = =+ o s . 3031

Supplemental Program Guidance . . . . . 1624
Energy Conservation . . . . « . « « . « .« . 9105

Enforcement, Inspection, and Issuance of
Orders, Asphalt in Oklahoma . . . . . . 3578

Engelmann Spruce . . . . . . . e s e e« . 5613
Engineering . . . . ¢« ¢« « ¢ ¢ ¢ s ¢ o oo 9100
Computer Applications . . . . . . . . . 9107
Equipment, Planning . . . . . . . A
Wildlife . . .. ... ... ... .. 6511

Enhancement of the V1sual Resources . . . . 8450
Entry snd Use of Land and Resources . . . . 1814

Envirorment, Coal . . . . . . . . e s« . - 3460
Envirornmental Assessment(s):
General . . . . . ¢ i 4 h i e e e e e 1792
of Natural History Resources . . . . . 8243
Recreation . . . . . . .. ... 8305, 8440

Environmental Documents, Review of Non-8LM 1795
Environmental Education:

and Protection . . . . . . ¢+ . - .+ . . 8600
Visitors . . . . . . 4o e e e e e .. 8367
Environmental Factors, Supplemental
Program Guidance . . . . . e e e e e 1621
Envirormental Impact Statements . . . . . . 1793
Environmental Quality, Referrals to the
Counciton . . . .. ... .. 1796
Equal Employment Dpportumty ..... 1400-713
Equipment:
and Supply Management, Fire . . . . . . 9216
Deveiopment . . . . . . . . . . .« . - 9190
Rental and Loan . . . . . . . .. . .. 1526
Software, and Services . . . . .. . . 1263
Equitable Adjudication . . . . .. . . .. 1870
Erronecusiy Meandered Lands:
APKaGNSas . .« « « « & o « o s « = o o . 2543
louisiana . . . . « ¢« ¢ ¢ ¢ o 0 o e s 2544
Wisconsin . . . . . . . . . e 0. e . 2545
Established Areas, Recreation . . . . . . . 8352
Estuarine and Coastal:
Habitat . . . . . ¢« « + ¢ ¢ ¢ ¢ o v v & 6770
Surveys, Wildlife . . . . . . .. . .. 6614
Evaluation(s):
CaAVE . & & o4 s s o e s s s s m e e e 8381
Cultural Resource . . . . . . . .« « . « 8111
General Management . . . . . . . . . . 1241
Marine . ... .. .. e e e e e e e 8412
Mineral Economic . . . . . . « « o . . 3070
of Personnel Management . . . . . . 1400-275
Program . . « « « « « o« o« » o s « 1240, 1242
Rangeland . . . . . . « . . e e e e .. 4400
Special v « ¢ v & ¢ ¢ e e a4 e s . 1243
Upland Visual Resource . . . . . . .. 8411
Wildlife . . . . ¢ v v e v o v v o o 6502
Examining System . . . . . « « « ¢ o« 1400-337
Excepted Service . . . . ¢ . . o 4 . . 1400-213
Excess Personal Property, Acguisition of . 1529
Exchanges:
Coal Land . . . . . . « e e e e e e e 3436
FOreStrY . . v v « o« o « o o« o « = = » 5045
Indian Reservation . . . . . . . . . . 2271

Involving Fee Federal Coal Deposits . . 2203

Rel. 1-1645
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Exchanges: (cont.)

Miscellaneous Land . . . . ... ... 2270
Miscellaneous State . . . . ... ... 2212
National Conservation Area . .. ... 227
National Wild and Scenic Rivers System:
National Trails System . ... ... 2273
of Publiclands . . . . . ....... 2200
Reclamation . . . . . . . ¢ v oo o.. 2272
Solid Mineral Lease . . . . ... ... 3508
STAte . . . . .t 4 e s e e e ... 2210
WildlifeRefuge . . . . . ... .... 225
National Forest Exchange . ... ... 2202
Specific Requirements . . . .. ... . 2201
Execution and Filing of Forms . . . . . . . 1821
Executive:
Assignment System, Employment
Uder the . . . . . .. ... .. 1400-305
Management and Supervisory
Development . . . . .. ... .. 1400-412
Existing Mining Locations, Prior . ... . 3735
Exotic Species . . . ... ........ 682
Expenditure of Rangeland Insect Pest
Control Funds . . . . . . .. .. ... 9012
Experts, Employment . . . . . ... .. 1400-304
Expiration:
of Time for Cutting and Removal,
Forest Products . . . . . v o . - « . 5463
Solid Minerals . ... ........ 3509
Exploration:
Activity . . o 0 v v i i v e i e ... 3040
and Mining, Wilderness Review Program . 3802
and Resource Recovery and Protection
Plans, Coal . . . . ¢« v v v ¢« v o . . 3482
in Alaska, 0il and Gas Geophysical . . 3152
of Lands Under the Jurisdiction of the
Department of Defense ., . . . . ... 3153
Operations, Geothermal Resources . . . 3209
Outside of Alaska, 0il and Gas
Geophysical . . . . . .. ... ... 3151
Surface Management . . . . ... ... 3041
Exploration License:
Coal . . . ¢ i i v i it v s v e aoa 3410
Gilsonite . . . . .. .. ....... 355
Oitshale . . . . ... ........ 3910
Phosphate . . . . . . .. .. ..... 351
POtassium . . . . 4 « 2 2 4 v v o s . . 353%
Sodium . . . . .. ... 4. ee... 352
Sulphur . . . . . . L e e e ... 3544
Exploratory, Unitization . .. ... ... 3180
Extension(s):
AlaskaOilandGas . . . . ... ... 3135
0&%G Leasing . . . . . . . e ... .« 3107
of Time for Cutting and Removal « = o o 5473
of Time to Make Final Proof . . . .. . 2522
Extensive Forestry Inventories ... . .. 5210
External:
Access to BLM Information . . . . .. . 1278
Affairs (see Public Affairs)
Financial Reports . . . . . . .. ... 1319
Plans Coordination, Cultural Resources 8324
Plans Coordination, Recreation . . . . 8133
- F -
Facility(ies):
Aviation . . . v . 4 4 4 4 v 4 e . .. 9111
BLM Manual

Supersedes Rel. 1-~1593

Buildings and Recreation . . ... .. 9150
Construction . . . . v v v ¢« v v o .. 9103
Design . .. .. e e e e e .. 9102
Health and Pollutlon COntroL .« .- .. 9180
Maintenance . . . . . . . “ e s e e s 9104
Operation, Aviation . . . . ... ... 9440
Plamming . . .. ....... ... . 9101
Protection . . . .. .4 v e v eaeuwi. 9173
Recreation ... ........... 9150
Surface Resource . . ... ... ... 9170
Transportation . . . . . .. .. ... 9110
Mater . . . .. .. ... 000 .. 9115
Water and Sewage . . . . . ... ... 9152
Water Development . . . . . . ... 9171
Fair Labor Standards Act e e e e e 1400 551
Federal Acquisition Regulatlons (FAR) . . . 1510
Federal Agencies:
Cooperative Relations, Wildlife . . . . 6522
Cooperative Relations . . . . .. ... 1782
Rightg~of-Way . . . . . « s s s e « . . 2805
Federal Coal Deposits (Fee), Exchanges
Involving . . . . .. ... “ e e e e 2203
Federal Employee(s):
Health and Counseling Programs . . 1400-792
Health Benefits . . . . . ... .. 1400-890
Political Activityof . .. ... 1400-733
Remedial Systems . . .. ... .. 1400-772
Retirement System . . . . . .. .. 1400-840
Federal Energy Regulatory Commission
Withdrawals . . . . ... ... ... . 2320
Federal Installations, Alaska Mative . . . 2655
Federal Lands Revxew-- Unsuitability
for Mining, Coal . . . ... ... .. 3451
Federal Personnel Administration Career 1400-531
Federal Power Commission . . . . .. 2340, 2344
Withdrawals, Procedures . . . . . . . . 2345
Federal Timber Contract Payment Modification 5475
Federal Wage System . . . . . . « « « o 1400-532
Job Evaluation Under . . . . . . . 1400-512
Federal Work Force Information System . 1400-298
Federally-Owned Mineral Interests,
Conveyance of . . . . . .. . ... .. 2720
Fee Federal Coal Deposits, Exchanges
Involving . . ... ... ...... 2203
Fees, Rentals, and Royalties:
Coal . & v it it e e e e e e e e .. 3473
Solid Minerals . . . . .. “ e e s e s 3503
Oiland Gas . . . & & v v v v v v o v . 3103
Geothermal . ... .. ........ 3205
Fences, Habitat Management . . . . .. .. 6712
Fencing . . . . . . v v v v 4 v e e e . 17611
Fertilization, Reforestation . . . .. .. 5721
Field:
Investigations, Cadastral Survey . . . 9624
Offices, Other . . . ... ...... 1218
Procedure, Big Game Studies . . . . . . 6633
Review . . . . ... ....¢.... 1833
Filing:
and Approval of Documents, Unitization 3183
and Approval of Documents, Geothermal . 3283
Simultaneous . . . . ... ... ... 3112
Final:
Certificates, Conveyance . . . . . .. 1861
Proof, Extension of Time to Make . . . 2522
Finance, Mathematics of . . . . . ... .. 9536
Rel. 1-1645
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Financial:
Assistance, Local Governments
Disclosures Requirements .
Operating Procedures . . .
Reporting . « « « « o « « «
Reports, Internal . . . . .

Fire (Management):

Activity Plan Procedures . .
Business Management . . . ..
Cooperation . . . « . . . ..
Ecosystem Relationships . ..
Equipment and Supply Management . . .
Information Resources Management . .

Job Performance Requirements, Distric

Management
Planning

Prescribed
Prevention
Reports and Statistics .
Technical Procedures Review
Training and Qualifications
Trespass

First Production/Discovery Reports,

Oil and Gas . . . & = & v & & & & « &
Fiscal Accounting . « « « . « « .« . .
Fiscal Procedures - Emergency Evacuatlon
Fish, Wildlife, and Special Status

Plant Resources Inventory . . . . . .
Fisheries and Wildlife Management . . . .
Fish:

Regulations . . . . . ¢ ¢ 4 ¢ o & & &

SUPVEYS . & & v ¢ ¢ ¢ = o o o o = & .
Fissionable Source Materials,

Public Law 585 . . . . . . PO
Fleet Management . . « « « ¢ « « o « & =«
Floodplain Management . . . . . . . . ..
Foreign:

Policy, Compliance with . . . . . ..
Relations, Cadastral Survey . . . . .
Forest: (See Also Forestry)
Development . . . . « . .
Disease Control . . . . .
Funding « « =« « « =« o o &
Inventories, Extensive .
Inventories, Intensive .
Management
Management (Public Domam)
Management Plans
Management Program Development
Pest Management . . . . . . . .
Protection and Forest Pest Managemen
Units, Sustained Yield
Forest Product(s):
Advertised Sales
Appraisal . . . . . ¢ . . .
Award of Contract . . . . . . . . . .
Bidding Procedure . . . . . . . .
Conduct of Sales
Contract and Permit Requirements
Contract Assignment . . . . . . .
Contract Cancellation . . . . . . . .
Contract Modification-Extension-
Assignment
Contract Payments . . . . « « « « « «
Contract Suspension . . « « « « « « &

BLM Manual
Supersedes Rel. 1-1593

1880

" 1400-734

1380
1330
1318

9211-1

1111
9219
9217
9216
9209

t 9215-1

9210
9211
9214
9212
9218

9210-1

9215
9238

3160-3

1300
1389

6600
6500

6811

6812 .

3746
1525
7221

1777
9685

5700
5820
5702
5210
5250
5000

5000-1

5100
5200
5800
5800
5043

5441
9350
5450
5442
5440
5462
5474
5430

5470
5461
5480

Contract Termination . . . . . .. .. 5490
Contract Violation . . . .. ... .. 5480
Expiration of Time for Cutting and

Removal . . . . . .. ... ... .. 5483

Measurements, Volume . . . . .. . .. 5422
Other Than Advertised Sales . . . . . . 5402
Preparation for Sale . . . . ... .. 5420
Preparation of Contract . . . . . . . . 5424
Sales, 90-day . . . . . . . . . . . .. 5443
Sales Administration . . . . .. ... 5460
Sales Advertisement . . . . .. . . .. 5430
Sales, Method of Payment . . . . . . . 5452
Sales of . . . . . . . i 00 5400

Settlement of Uncompleted Contract . . 5480
Termination of Contract . . . . . . . . 5484

Trespass . . ¢« ¢« « 2 « « s s o = « = » 9201
Forestry:
Administrative Remedies . . . . . . . . 5003
Allowable Cut Plamning . . . . . . . . 5240
Annual Productive Capacity . . . . . . 5041
Cooperative Sustained Yield Agreements 5044
Master Units . . . . .. . ... e . . 5042
Photopoint Inventory System . . . . . . 5220
Records and Annual Reports . . . . . . 5703
Records and Annual Reports . . . . . . 5703

Sustained Yield Agreements . . . . . . 5044
Sustained Yield Unit and Cooperatwe

Agreements . .« . 4 4 4« 4 4 o s . 5040
Wildlife . . . . . ¢ ¢ ¢ v oo oo« 6512
Forms and Documents, Personnel . . . . 1400-295
Forms Management . . . . . « « = « 2 « » & 1223

Fossil Forest Research Natural Area . . . . 8224
Fractional:
and Future Interest Permits and Leases,

Solid Minerats . . . . ... .. .. 3507
or Future Interest, Geothermal,
Leases for . . . . .. . ... ... 3207
Free Use:
Mineral Materials . . . . . . .. 3620, 3621
of PetrifiedWood . . . . . . .. . .. 3622
Regulations . . « « « &« « = « « s & = & 5511
Timber . . . . i ¢ o o ¢ ¢« o o« o o o . 5510
Freedom of Information Act . . . . . . .. 1278

Freight, Transportation of (Bills of Lading) 1545
Frequency Authorizations . . . . . . . . . 1291
Fringe Acreage Leases:

Asphalt in Oklahoma . . . . . . . . . . 3575
Gilsonite . . . . . . ¢ ¢ ¢ o ¢ o+ . . 3556
Hardrock Minerals . . . . . . « . . . . 3565
Phosphate . . . . . « ¢ & « ¢ « « = « . 3516
POtasSiuM « » « « « o s « o o o o o o « 3536
Sodium . . . .. « e e e s e e e e s 3526
Sulphur . . . .. . ... “ e s e e 3546
Functions, Organization . . . . . . . . . . 1210
Fund Coding System . . . . . . . . « .« . . 1684
Funding, Forestry . . . . . . . . . . . . . 5702
- G -
Game Ranges . . . . . « e e s e e nae e 6530
General:
Accounting Office, Relationship to . . 1304
Administration . . . . . . .. .. .. 1100
Ledger Accounting Control . . . . . . . 131
Rel. 1-164S5
12/21/94



Appendix 4, Page 10

1220 - RECORDS AND INFORMATION MANAGEMENT

General: (cont.)
Management . . . ... ........ 1000
Management Evaluations . . . ... .. 1241
Mining Laws, Mining Claims Under the . 3800
Schedule Classification . . . . . . 1400-511
Schedule Pay . . ... ... ... 1400-531
Genetic Improvements, Reforestation . . . . 5730

Geo-Sciences (See Also Cadastral Survey) . 9600
GEOdESY &+ « v <« e « o o o s 2 ¢ o 2 a0 o - . 9625
Geographic t:oordmate Data Bagse . . . ... 969
Geographic Information System (GIS) . . . . 9167
Geologic:

Hazards . . . . . . .. « - .. 3033

Studies . . . . ¢ ¢ s 4 4 a4 ... .. 3092
Geological Survey, Report to . ... ... 3722
Geology:
and Paleontology . ... ....... 3032
Energy and Mineral (GEM) Resource
Assessment . . . . . . . . . .. .« 3030
Geophysical Exploration, Oil and Gas . . . 3045
Geothermal (Resources):
Agreements, Model Forms . . . . .
Appeals . . . . ¢ i 4 4 e w ..
Competitive Leases ., . . . . ..
Cooperative Conservation Provisions
Economic Evaluation . . . . . ..
Exploration Operations . . . . .
Fees, Rentals, and Royalties . .
Filing and Approval of Documents
Jurisdiction and Responsibility .
Llease Bonds . . . . . . . . . . .
Lease Issuance ., . . . .« . . &
Leases for a Fractional or. Future

s 2 8 ¢ s s o e 0 s &
w
n
o
0

Interest . . . .. ... .... .. 3207
Leases, Rules Governing . . . . . . .. 3240
Leasing . . = ¢« & v 4 4 ¢ 4 e . . . . o 3200
Limitations . . . . . .. e e e e s .. 3201
Measurement of Production . . . . . . . 3263
Noncompetitive Leases . . . . . . . . . 3210
Operations . . . .. ......... 3260
Procedure in Case of onlatmn of the

Regulations or Lease Terms . . . . . 3265
Production and Use of Byproducts . . . 3242
Qualification of Unit Operator . . . . 3282
Qualifications of Lessees . . . . . . . 3202
Reports to be Made by All Lessees . . . 3264

Requirements for Operating Rights

Owners and Operators . . . . . . . . 3262
Surface Management Requirements;

Special Requirements . . . ... .. 3204
Terminations and Expirations . . . . . 3244
Transfers . & v ¢« &« ¢ ¢ v 2 ¢ 4 4 4 e 3241
Unit Agreements . . . . . . . . . 3201, 3280
utiljzation . . . . . . .+ . .. ... 325

GIfts & . & i i i e e s et e .. 2110
Procedures . . . .

Gilsonite:
Competitive Leasing . . . . . . . . . . 3555
Exploration License . . . . . ... . . 3554
Lease Terms and Conditions . . . . . . 3551
Leasing « « o o « o « v+ ¢ = o 2 o . « 3550
Noncompetitive Leasing, Fringe Acreage

Leases and Lease Modifications . . . 3556
Preference Right Lease . . . .. . .. 3553
Prospecting Permits . . . . . . . . . . 3552

BLM Manual
Supersedes Rel. 1-1593

Goals and Objectives, Wildlife
Population Management . . . . . . . . . 6805
Gold:
in Confirmed Private Land Grants . . . 3581
Silver, or Quicksilver in Confirmed

Private land Grants . . . . . . . .. 3581
Goverrment Bills of Lading . . . . . . . . " 1545
Grade and Pay Retention . . . . . . .. 1400-536
Grant(s):

Carey Act . . . . ... .. .¢..... 2610
Color-of-Title . . .. .. ... ... 2540
Disposition . . . . . ... ...... 2600

Gold, Silver, or Quicksilver in

Confirmed Private Land . . . . . . . 3581
of Lands in Reclamation Townsites for

School Purposes . . . . . . ... .. 2765

Railroad . . ... . ... ...... 2630
State . . . . . Lt i et e e e e e .. 2620
Swamplands . . . . . ... 0 0. ... 2625

Terms and Conditions of Right-of-Way . 2881
Graphic Arts . . . . . .. . . <4 ... . 1953
Prlntmg, Duplicating, and Copying . . 1550

Gravel inNevads . . . .. ... ... .. 3586
Grazing:
Administrative Remedies . . . . . . . . 4160
Alaska Livestock (See Alaska Livestock
Grazing)
Alaska Reindeer (See Alaska Reindeer Grazing)
Exclusive of Alaska . . . . . . .. .. 4100
Management . . . . . . . . ¢ « « o« - 4120

Penalties . . . . . ... ... .... 4170
Prohibited Acts . . . . . . ... ... 4140

Qualifications and Preference . . . . . 4110
Use, Unauthorized . . . . . . . . . . . 4150
Ground Water . . . . . . . . . . . ... 7230
Assessment . . . . . . . 4 e e e e . . 3034
Hydrology - . . . . . « ¢ . ¢« & v o .. 7316

- " -

Habitat (Management):
Condition and Trend, Big Game Studies . 6635

Development, and Maintenance . . . . . 6700
Estuarine and Coastal . . . . . . . .. 6770
Fences . . . . ¢ v ¢ ¢ v v o 4 o e 0. 6712
Inventory and Classification System,

Integrated . . . . . . . ¢ 4 .. .o 6602
Lake and Reservoir Management and

Development . . . . . . + « ¢« « v - & 6750
Marine . . .. . ¢ ¢ o o s e v . 675
Plans . . &« ¢ & o v ¢ ¢ v 4 e e 4 e .. 6780

SPrings « +. « « « o« « 4« o s « s o o . . 6715
Supplemental Water Facilities . . . . . 6718

Vegetation Management . . . . . . . . . 6711

Water Catchments . . . . . . . .. .. 6716

Wells . . . . . . v 0o v v v v oo v . 6717
Handbooks, BLM . . . . . . . . . ... .. 1221
Handicapped and Disabled Veterans,

Plan for Employment of . . . . . . 1400-306
Hardrock Minerals:

Competitive Leasing . . . . . . . . . . 3564

Development Contracts . . . . . . . . . 3567

lease Renewals . . . ... . ... .. 3566

Lease Terms and Conditions . . . . . . 3561

Leasing . « ¢ « v ¢ v o & ¢ s 4 4 e . . 3560

Rel. 1-1645
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Hardrock Minerals: (cont.)
Noncompetitive Leasing, Fringe Acreage

Leases and Lease Modifications . . . 3565
Preference Right Lease . . ... ... 3583
Prospecting Permits . . . . . . . .. . 3562
Harvest, Wildlife . . . . ... ...... 6810
Hazardous Materials:

Exploration Activity . . .. ... .. 3046

Manhagement . . . . . 4 ¢ ¢« o o o« .« 1703
Hazards, Geologic . « « ¢ « « ¢« ¢ ¢« &« « . . 3033
Headquarters:

Office . & v o v o 0o 0 o v 00 wwo. 121

Review . . . . . ¢ i v v e v v o e« 183%
Health:

and Pollution Control Facilities . . . 9180

Benefits, Federal Employees . . . . 1400-890
Hearings:

Alaska Livestock Grazing . . . . . .. 4240

Procedures . . . . . . .+ +04.... 1850

Public Law 167 . . . . . . v ¢4 o .. 3713

PublicLaw 585 . ... ........ 3743

Upon Possessory Claims to Lands and
Waters Used and Occupied by Natives
of Alaska . . . . ... ... ... 1851
Ventilating and Air Conditioning Systems 9153
Helium, Public Law 585 . .. . . .. ... 375
Historic:

American Buildings Survey . . . . . .. 8123

American Engineering Record . . . . . . 8124
History and Organization . .. ... ... 1701
Homesites or Headquarters . . . .. ... . 2563
Homestead(s):

Additional Entries . .. . ...... 2512

General . . . . . . 4t ¢ v e s v e o . 2510

Original . ... ........... 2511

Second Entries . . . ... ... ... 2513

Settlement, Alaska . .. .. .. ... 2567
Horses, Offlc!al Useof . . . ....... 1113
Hosting Enrollees of Federal Grant

Programs . . . . . .« .+ « .+« . . 1400-309
Hours of Duty . . . . . . . ¢« . « « » « 1400-610
Housing Management . . . . .. .. . .. . 153
Human Resources Development . . . . . . . . 1252
Hunting and Fishing:

Regulations . . . . v ¢ o v ¢ o o o« « «» 6811

SUPVRYS . ¢ & ¢« « o 2 « « = « s+ « « « » 6812
Hydrology, Ground Water . . . . . . . . . . 7316

- I -

ldaho, Snake River, Omitted Lands . . . . . 2546
Identification:

Cards, 0il and Gas Inspector . . . . 3160-7

Cultural Resource . . . . . .. .« « . 8110

Personal Property . . . . . ... ... 1521
Implementation of New Legislation . . . . . 1753
Imprest Fund(s):

Limitations . . « + « v ¢« v 2 4 « « «» « 1510

Operating Procedures . . . .. . ... 1385

Purchases, Review . . . . . . . . . . . 1510
Improvements, Renewable Resource . . . . . 1741
In-House Printing and Reprographic

Equipment and Services . . ... ... 1552
Incentive Awards . . . . .« « « + « . . 1400-451
Incidental Transportation Appurtenance . . 9119

BLM Manual
Supersedes Rel. 1-1593

Indemnity Selections . . . .. ... . .. 2621
Index Sales, Appraisal . ... ... ... 9359
Indian:
Allotments . . . .. ......... 2530
Diligent Development . . . . . . . . 3160-16
Lands, Mining Plans for Coatl

Operations on . . . « « « « « . . . 3482-2
Lands, Mining Plans for Noncoal
Operations on . . . . .. .. .. 3592-2

Reservation Exchanges . . . . . . ... 2271
Reservation, Papago, Arizona . . . . . 3825
Information:
Accesg Center . . . . . .. ... .. 1270-3
Bulletins . . . . ... .. ...... 1221
Initial Attack Analysis Handbook,
FireManagement . . . . . ... ... 9211-2
Injection Control, Underground . . . .. . 9187
Injunction and Litigation, Trespass . . . . 9236
Injury Compensation . . . . . .. .. . 1400-810
Insect Pest Control, Expenditure of Funds . 9012
Inspection and Enforcement:
and lssuance of Orders, Asphalt in
Oklahoma . .. ... ........ 3578
Production Verification, and Appeals,
Coal . . . v v v v v v v v v v a.. 348

Strategy, National Qil & Gas . . . . 3160-5
Inspection(s):
and Possession, Acquisition . . . . . . 2135

Methods, Big Game Studies . . . . . . . 6634

Surveys, and Audits (Personnel) . . 1400-273
Instruction(s):

MemOrandkam8 . + « « o« o « = + « « o o . 1221

and Methods, Pollution Control . . . . 9185

Special Cadastral Survey . ... . .. 9621
Insurance:

and Annuities . . . . .. .. .. . 1400-800

Disabitity . . .. ... .. ... 1400-832

Life . . . ¢ oo v v o v v v v v 1400-870

Survivors . . . . . . . ¢ . . . . . 1400-832
Integrated: '

Resource Data . . . . . + ¢« ¢ & ¢ o . . 1731

Resource Management . . . . . . . . . . 1730
Interagency:

and Intra-Agency Agreement . . . . . . 1510

Returns . . . . . ¢ . ¢« ¢ v v v o v = . 133

Transfers and Returns . . . . . . . . . 1334
Interest(s):

in Land, Recordable Disclaimers of . . 1864

intands . . . . .. ¢ 00000 2137
Intergovernmental Personnel Act,

Temporary Assignment Under . . . . 1400-334

Interim Management Policy and Guidelines
for Land Under Wilderness Review . . . 8550
Intern:

Program, Career . . . . . . . . . . 1400-361
Program, Presidential Management . 1400-362
Internal Placement Plan . . . . . . . . 1400-335

International:
Agreements . . . . . . .« . ... .. 1776
Committees . . . . ¢ v v ¢ ¢ o v v o 1775
Cooperation . . . . = =« s » o« o « « « . 1770
Importance, Special Areas Designations of 8013

Meeting Attendance . . . . . . . . .. 1788
Meetings and Conferences . .. .. .. 1773
Organizations . . . . ¢« « = « o &+ &« . . 1779
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International: (cont.)

Studies . . . . . . 4 -t s e e . ... 1778
Travel . . v v o o o o o o 2 s o oo . 1774
Interpretation, Cultural Resources . . . . 8152
Interpretive Services . . . . . . .. . .. 8362
Intra-agency Agreement . . . . . . « « « » 1510

Intramanagement Communications and

Consultations . . « « « « « » « » o 1400-251
Introduction, Transplant, Augmentation,

and Reestablishment of Fish,

WildlifeandPlants . . . . . . . . . . 1745
Inventory(ies):

and Evaluation, Natural History . . . . 8210
and Monitoring Coordination . . . . . . 1734
and Warehouse Management . . . . . . . 1523
CaVE . & ¢ « o o 2 s 2 2 o ¢« o o « « » 8381
Cultural Resource . . . . « . « - - . « 8111
Ecological Site . . .. .. .. ... &A410
Extensive Forest . . . . . « « . « » « 3210
Fish, Wildlife, and Special Status
Plant Resources . . . . . - . « « « = 6600
FOreStrY . « « « ¢« o« o« = = » s « « » » 5210
Lands RESOUMC® . . « o =« « = « = « » « 2020
MBring . .« « v« ¢ ¢ « « v« a a « s« « « « 84612
Rangeland . . . . ¢ ¢ ¢ ¢ « o o « « « 4400
Recreation . . . ¢« « « + « « o« = = « 8310
System, Photopoint . . . . . « . - . « 5220
Upland Visual Resource . . ... ... 81
Visual Resource . . . « « + « « « « « « 8410
Wilderness . . . . « 2 « 2 s 2 s s «» » 8510
Wildlife . . ¢ ¢ v v v e o o a0« . 6610
Investigations:
Lands Examination, and Reports . . . . 2060
Multiple Use, Special . . . . . . . . . 3950
Personnel . . « ¢« ¢ o« 4« o « o o « » 1400-736
Investment Analysis . « . « . . . e s e o o 9520
Irrigation Districts, State . . . . . . . . 2783

Issuance, Inspection and Enforcement of
Orders, Asphalt in Oklahoma . . . . . . 3578

- J -

Jobs
Documentation Reporting System . . . . 1744
Evaluation Under Federal Wage System 1400-512
Judicial Mandates, Planning . . . . . . . . 1633

«- K -

Kinds of Trespass . . . « « « o = « « =« » « 9239
King Range National Conservation Area . . . 3827
Known:
Geologic Areas . . « + = « « « » « « « 3022
Geothermal Resource Areas (KGRA) . . . 3023
Leasing Area (KLA) . . . « + « « « . . 3025
Recoverable Coal Resource Area (KRCRA) 3024

- L -

Labor Management Relations . . . . . . 1400-711
Lake(s):
and Reservoir Management and
Development, Habitat Management . . . 6750
and Reservoirs, Wildlife . . . . . .. 6612

BLM Manual
Supersedes Rel. 1-1593

Land(s) (Resources):

Activity Plans . . . .. . . ... .. 2050
and Minerals Subject to Location . . . 3810
and VWaters Used and Occupied by

Natives of Alaska, Hearings Upon

Possessory Claims to . . . . ... . 1851
Classification (See Classification, Land)
Designations, Type and Effect . . . . 2071
Examination, Investigations, and Reports 2060
Exchanges, Miscellaneous . ... . . . 2270
Information System8é . . . . . . . . . . 9690
INVENLOTY « v « « o = = = « « « = « « « 2020
Management . . . . . .
omitted . . . . . 4 2 s 0 e b e .. 2547
Patented Under The Alaska Public

Sale Act . . . . ¢ . 4 4 0. ... . 382
Prospectively Valuable for Leasable

Minerals . . . . . . ¢+ ¢ s ¢ o .. 3021
Reclamation . . . « . « « ¢« « = o « « « 3042
REPOPLS o« v « ¢ o o o » « =« o « o » . . 2063
Segregationof . . . . . . ... ... 2091
Sold by Railroad Carriers, Patents for 2631
Statug Records . . . . . « « « « « o« « 1275

Subject to Location and Purchase . . . 3811
Subject to Mineral Leases, 0il and

Natural Gas Pipelines on ... . . . 2887
Supplemental Program Guidance . . . . . 1623
Title, Evidence, Clearance, and Opinion 2132
Treatment . . . . . « ¢« o » = s ¢« o« o 9175

Use and ENtrY . . « = ¢« ¢+ « = « =« = o = 1814
Use Authorizations: Compliance . . . 2064
Use Planning, Recreation . . . . . . . 8321

VeteransS . . « « « « s « « s o « o o = 2096
Wildlife . . . ¢ . ¢ ¢ ¢ o0 ¢ oo . 6513
Late Payment or Underpayment of Charges:

Solid Minerals . . . ... ... ... 3599
Asphalt in Oklahoma . . . . . . . . . . 3579
Law Enforcement . . . . . . « « ¢« « ¢« + « & 9260
Minerals Management . . . . . . . . . . 9263
OperatioN8 . . o « ¢ o « = s o o o o » 9262
Range Management . . . . . . . . . . . 9264
Recreation Programs . . . « « « « « « = 9268
Standards . . . . . .+ 4 2 e« e o - . %261
Technical Services . . . . . . . . . . 9269
Timber Management . . . . . . « « - . . 9265
Water Management . . . « « » « « o o & 9267
Wildlife Management . . . . . . . . . . 9266
Laws and Rules, Special . . . . . . . . . . 2090
Lul1(Life Cycle Management) . . . . . . . . . .
126

Leasable Minerals:
Lands Prospectively valuable for . . . 3021

NMon-Energy Solid . . . . . . .« . . . . 3074

Other . . « « « = ¢« « s « s« s « « =« o - 3076
Lease(s):

Activities, Oil Shale ., . . . . . . .. 3922

Alaska Fur Farm . . . . « « « « o « « & 2916

Borcis, Geothermal . . . . . . . . . . . 3206

Cancellations of Alaska Oil and Gas . . 3136
Concession, Recreation . . ... ... 83%0

Easements, Permits, and (Use) . . . . . 2920

Exchange, Coal . . . . . .. .. ... 3435

for a Fractional or Future Interest,
Geothermal . . . . .. .. .. ... 3207

Rel. 1-1645
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Lease(s):
Fringe Acreage (See Fringe Acreage Leases)

Geothermal, Noncompetitive . . . . . . 3210
Issuance, Geothermal . . . . . .. .. 3201

Land Acquisition . . . . . ... ... 2120

0il and Gas, Issuance of . . . . . . . 3101

0il and Gas, Alaska, Issuance of .. 3132
Operations, Suspension of, 0il Shale . 3934
Permits, and Easements (Use) e e e e . 2920
Procedures, Acquisition . . . .. .. . 2121
Qualification Requirements, Coal . . . 3472
Recreation and Public Purposes Act . . 2912
Rules Governing Geothermal . . . . . . 3240
sales, Coal . . « v ¢ « ¢ ¢ o ¢ v o« . 3422
Small Tract ACt « « ¢ o ¢ « s = = = « « 2913
Lease Modifications:
and Readjustments, oil Shale .. ... 3932
Asphalt inOklahoms . . . . . . « « . « 3575
OBl v 4t ¢ v o s st o s s e n e e . 3432
Gilsonite . . « « « v ¢ 2« 2 s s o « o« « 3556
Hardrock Minerals . . . . . . . . . . . 3565
Phosphate . . . « « « « « o = = s » » » 3316
POtasSium « « « « « « « « » s = =« o o «» 3536
SOQTUM o « « o « o« « o = s o o » » « o 3526
SUlPhUP & & & & ¢ s o o ¢ « o s v o« o » 3546
Lease Renewals:
Asphalt in Oklahoma . . . . . .. . .. 3576
Hardrock Minerals . . « « « « « « . = - 3566
SOdTUM . v « « « o « « =« & « = « o« « » 3528
SULPhUF « & & & o v ¢ ¢ o 4 ¢ o s o o . 3547
Lease Terms and Conditions:
SOdIUM & ¢ ¢ v o 4 e« s s e s . .. 3521
Phosphate . . . « = « ¢ o« « s « o« « « » 351
SUlphur & & & v ¢ vt e s e e e ... . 3541
Gilsonite . . . . « ¢« « ¢« s s o « .« . . 3351
Asphalt in Oklahoma . . . . . . . . . . 3571
POtasSiumM . « = « o = = « v o« « « « » « 3531
Hardrock Minerals . . . « « « ¢« « = « « 3561

Lease Terms:
€OBL & v ¢ v v ¢ e s o s s e e s s e 3475
Procedure in Case of Violation of the
Geothermal Regulations or . . . . . . 3265
Leased Lands Disposition, Alaska Livestock
GrazZing « o o « o o o = « o« s =« « « = « 4230

Leasing:

Areas, Special . . . . . .. .. ... 3580
Geothermal Resources . . . . . . . . . 3200
Gilsonite . . « « « ¢« « « = « =« = « = « 3550
Hardrock Minerals . . . . . . . . . . . 3560
Multimineral . . . . . . e e e e s« 3926
of Solid Minerals Other Than Coal

and Oil Shale . . . ... ... ... 3500
Oil and Gas « -« « « « + = = =+« - .« . 3100
on Application, Coal . . .. .. ... 3425
Phosphate Competitive . . . .. .. . 3515

Phosphate, Noncompetitive . . . . . .. 3516
Potassium . . . « « « o« o = 3530

Program, Oil and Gas, Alaska . . .. . 3131
SOdiUM + o v o = « « s s « o« = « » » - 3520
SpLit Estate, Coal . ... ... ... 36427
SULPRUF & & 4 v 4 s ¢ o s = « o = = o« 3540
Terms, Geothermal . . . . « . . . . .. 3203
Under Special Acts, Oil and Gas . . . . 3109
Leave:
and Absence . . . . « . - .« » . - « 1400-630
and Attendance . . . . . . . « « « 1400-600
BLM Manual

Ssupersedes Rel. 1-1593

Legal:
Assistance and Guidance . . . . . . . . 1875
source and Research Materials . . . . . 1845
Legisiation . . . .« . v ¢« v e .. .. 1730
Implementation of New . . . . . . . . . 1753
Legislative:
Orafting Service . . . . . . ... .. 1732
Reports end Proposals . . . . . . . . . 1751
Letter of Credit . . . . o o v ¢ &« « « = » 1378
Library Management . . . . . . . . . . . . 1279

License:
Coal Exploration . . .. ... ... . 3410
Exploration (See Exploration License)

Gilsonite Exploration . . . . . . . . . 3554
Phosphate Exploration . . . . . . . . . 3514
Potassium Exploration . . . . . . . . . 3534
Sodium Exploration . . . .. ... .. 3524
Sulphur Exploration . . . . . . . . . . 3544
to Mine, Coal . . . . . ........3440
Life Cycle Management (LCH) « s e s e 1261
Life Insurance . . . . . « ¢« o o - - 1400870
Limitations:
Geothermal . . . . . . ¢ « ¢« ¢ & + o & 3201
Mineral Materials Disposal . . . . .. 3601

Litigation . . . ¢« ¢« ¢ ¢ ¢ ¢ e 4 o s . - . 1874
and Injunction, Trespass . . . . . . . 9236
Cadastral Survey . . . . . . . . . . . 9663

Livestock Grazing, Alaska (See Alaska
Livestock Grazing)

Livestock Grazing, Exclusive of Alaska
(See Grazing)

Loan(s):

Equipment . . . « « ¢ + ¢ o o ¢ o o o« 1526
Mineral Development Impact Relief . . . 1882

Local Goverrments, Financial Assistance . . 1880

Locatable Mineral Estates, Appraisal of . . 3896

Location(s):
and Assessment Work, Public Law 359 . . 3734
and Purchase, Lands Subject to . . . . 3811
Claims and Patents, Public Law 585 . . 3741

Lands and Minerals Subject to . . . . . 3810

of Mining Claims . . . « « « ¢« ¢« « & & 3830
Lode:

Claim8 . . . ¢ ¢« o« ¢ ¢ o o o v o o « « 3841

Mining Claim Patent Applications . . . 3862
Lodgepole . . . . « « & ¢ o ¢ 4 0 s .. .. 5611
Logging:

MEthodS . « « « « o « o« = « o« ¢ s« « « « 3640

ROBAS v v « v« « « o« o s s s o o s o o o 2810

Roads, O & C and Coos Bay Revested Lands 2812
Logical Mining Unit, Coal . . « . . . « . . 3487
Loss:

Control Management . . . . . . .. . . 1050
Damage, or Theft, Personal Property . . 1524
Louisiana, Erronecusly Meandered Lands . . 2544

- " -
Mail Management . . . . . « « « « « « « + « 1542
Maintenance:
and Safety of Dams . . . . . . . . . . 9177
Facility .« « v ¢ o v o ¢ & o 0 o o o @ 9104
Mammals . « « = = » o « « o o = s s « » « o 6636
Management:
and Protection of The National Petroleum
Reserve inAlaska . . . . . . . . . « 2361

Rel. 1-1645
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Management: (cont.)
by Objectives . . . . .

» o e & o = o

Considerations Protection, Wild Horse and

1710

BUPFO « « « o o « o s a s s s s o s «» 4710
Control System . . . « « « « « » - « - 1307
of Designated Wilderness Areas . . . . 8560
of Existing Leases, Coal . . ... .. 3450
Organization . . .. ... ... ... 1201
REPOFtS o - v o = « ¢ o o« = = = « = = = 1692
Management Areas:
Established . . . « . . ¢« ¢ ¢« ¢« s » « . 8352
Off-Road Vehicle . .. . ... ... . 8358
Recreation . . .« « « « 2 « « = » =« » «» 8350
RIVEF & ¢ ¢ v ¢ ¢ o o e s s s« s » « o 835
Special Use . . . . . ¢« ¢« « « =« + « « . 8359
Trail @ ¢« & ¢ o ¢ o o e s e s v s = o« 8353
Water SPOrts . . . . « « « « « - « « « 8356
Winter Sports . . . . « « « s+« . « » » 8355
Managing the Planning System . . . . . . . 1630
Mandates, Administrative . . .. .. ... 1633
Manpower Improvements . . . « » +» » « = - - 1250
Manpower, Productivity . . . . . . . . . . 1251
Manuals, BLM . . . . . « 4o ¢ o+« « = « » 1221
Map(s):
and Plans, Asphalt in Oklahoma .« ... 3572
Reproduction and Printing . « e s o« 9165
Storage and Distribution . . .. . .. 9166
Mapping Sciences . . . . . ¢ = s« « = . . 9160
Marines
Habitat . « « ¢« ¢« ¢ ¢ ¢ ¢ ¢ a e e s« s 67T
Inventory and Evaluation . .. .. . . 8612
Surveys, Wildlife . . . . . ... ... 6615
Master Units, Forestry . . . .. .. . .. 5042
Mathematics of Finance . . . . « . . . . . 9536
Measurement(s):
of Production, Geothermal . . . . . . 3263
Timber . « « ¢ ¢« « « &« = « s ¢« s » « - 5300
Volume, Forest Products . . . « « « . 5422
Medicare . . . .........1400832
Memorandums of Understandlng e e s s e« e« 1786
Method of Payment, Forest Product Sales . . 5452
Mexican Color-of-Title Claimg . . . . . . . 2542
Micrographics « . « « « ¢« o o o « « « = » o 1276
Millsite(s):
General . « « & 2 « o o s ¢ o o« s o o « 384k
Patent . « ¢ -« « s ¢ o o s s s s o « o 3864
Mine:
License toCoal . . . . . . ... .. . 3440
Plan Review and Approval, 0il Shale . . 3931
Mineral(s):
Activity Safety . . ¢ ¢ ¢ « « = ¢« « o« o 3044
Classification of Federal Lands . . . . 3020
Competitive Bidding . . . . . . . .. . 3003
Contest Proceedings « « « « « « « « » « 38%
Coordination . . . . . . ..+ . ... 3010
Development Impact Relief Loans . . . . 1882
Economic Evaluation . . . . . . . . . . 3070
Examiners Handbook . . . « . . . - . 3890-1
Interests, Conveyance of
Federally-Owned . . . . ... ... 2720
Investigations . « » « « « « « o « « « 3890
Investigations, Validity Examinations . 3891
Lands, Rights to . . . . . . . . . . . 3831
Lease Exchange, Solid Minerals . . . . 3508
Leasing Acreage Control Records System 3853

BLM Manual
Supersedes Rel. 1-1593

Locations in Reclamation Withdrawals . 3816
Locations in Stock Driveway Withdrawals 3815
Locations Within National Forest
Milderness . . . . . . « « « » . . . 3823
Management . . . . « « « « « « « « - » 3000
Management, Law Enforcement . . . . . . 9263
Normineral Entries on Mineral Lands . . 2093
Research . . .« « « « « = « « s =« « . - 309
Special Studies . . . . . . . . . . . . 9560
Subject to Location . . . . . . . . . . 3810
Under The Mining Laws . . . . . . . . . 3812
Wildlife . . .. ... c.co. . 6514
Mineral Material(s) . . . . . . . . .. . . 3075
Appraisal . . . . .. ... .. . . . . 3630
Sales . . . . . . 4t e e v e ... . 3610
Disposal . . . .. e e s = « « 3600, 3602
Disposal, I.untanons « e s s e . 3601
FruUsc............36203621
Trespass Prevention and Abatement . . 9235-1
Unauthorized Use . . . . . . e« . . . 3603
Mineral Patent:
Applications . . . . .. . ... ... 3860
Within National Forest Wilderness . . . 3823
Mineral Reports -- Preparation and Review . 3060

Mineral Resource Assessment . . . . . . . . 3031

Mineral Surveys . . . . . . .« .« « . . ¢ . . 9605
and Plats . . . . ¢ ¢ o 0 0 0o ... 3861
Mineral Trespass . . « « ¢« « « « ¢« « « « &« 9235
Mining:
Acts, Special . . .. ... ... . 3898
Claim Microfilm System, Updatable . . 1276-2
Hazards, Protection Against Solid

Minerals . . . . .. ¢« . . 3595
in Powersite Withdrawals,

Publictaw 359 . ... ... .. .. 3730
Locations, Prior Existing . . . . . . . 3735
Methods, Solid Minerals . . . . . . . . 3594
MultipleUse . . . . . .. ... 3700
Operations . . « « « « ¢ « ¢+ « o o o 3736
Operations Rules, Coal . . .. . . .. 3480

or Milling, Waste From Solid Minerals . 3596

Wilderness Review Program . . . . . . . 3802
Mining Plans:
for Coal Operations on Indian Lands . 3482-2
for Noncoal Operations on Indian
LandS . . . v . s s e e e e s e 3592-2
Mining Claim(s):
Adverse Claims, Protests, and Conflicts 3370
Location of « « ¢« « ¢« o « 4 « + o - . . 3830
Qccupancy Act . . . . . . . .« . . 2950, 2914
Protests, Contests, and Conflicts . . . 3872
Recordation of . . « « « &« « « « « « » 3833
Residential Occupancy on . . . . . . . 3893
Surface Management . . . « . . « + . =« 3809
Types of . v & « o o ¢ e s e v e s 3840
Types of .« . v v 2 o s s o« v o -« . o 3840
Under the General Mining Laws . . . . . 3800
Who May Make Locations . . .. .. .. 3832
Rights of (Public Law 167) ... ... 371
Minority Business . . . « . o 4 - ¢« ¢ ¢ 4 . 1510
Miscel laneous:
Land Exchanges . . . . . . . . . . . . 2270
SelectionNs . ¢ ¢ ¢ ¢ ¢ o« o o o s o o = 2653
State Exchanges . . . . . . « « « « « « 2212
Missing Employees . . . . . . . . . « o ¢« & 1349
Rel. 1-1645
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Mitigation:
and Monitoring, NEPA . . ... . ... 179%
and Monitoring, Social and Economic
Anslysis . . .. ... ..0c.... 958
of Adverse Effects to Cultural
Properties . . . « « « = « ¢« = » . . 8143
Mobilization Readiness . . . . . . . . 1400-910
Model Forms:
Geothermal Agreements . . . . . . . . . 3286
Unitization Agreements . . . . . .. . 3186
Modernization . . « « ¢« o « o « « o « = « o 1261
Monitoring:
and Compliance for Visual Resources . . 8460
Coordination . . . ... ... .... 1734
Fish, Wildlife, and Special Status
Plant Resources . . . . . . . . . . . 6600
Rarngeland . . « = & ¢ ¢ ¢« & ¢« o« « . . 4400
Renewable Resource . . .. ... ... 1735
Monuments, Cadastral Survey . . . .. .. . 9671
Motor Vehicles (See Also Fleet Management):
and Aircraft, Wild Horse and Burro . . 4740
Operator Program . . . « + « « » « » « 1112
Multimineral Leasing . . . . . . . . 3924
Multiple Mineral Development, Public Lau “s85 3740
Multipie Use:
Classification Procedures . . . . . . . 2481
Management Classifications . . . . . . 2420
Mining .« o ¢« ¢ o c ¢« «c o s o s 00+ 3700
Mining, Public Law 167 . . ... ... 3710
Relationships, Silvicultural . . .. . 5650
Wildlife Coordination . . . . . . . . . 6510
Municipal/Community Related Solid Waste . . 9183
- “ -
National:
and International Professional Survey
Relations . . . . .« .+ ¢« .+ ... 968
Archives, Cadastral Survey . . . ... 9638
Cadastral Survey Priorities . . . . . . 9609
Conservation Area Exchanges . . . . . . 2274
Conservation Area, King Range . . . . . 3827
Envirormental Policy Act (NEPA) . . . . 1790
Forest Exchanges . . . . . . . .. .. 2202
Forest Wilderness, Prospecting, Mineral
Locations, and Mineral Patents Within 3823
Historic Landmarks . . . . . . . . . « . « 8122
Importance, Special Area Designations of 8012
Interagency Fire Center . . . . . . . . 1217
Natural Landmarks . . . . . . .. .. . 8222
0it & Gas Inspection and Enforcement
Strategy . . . . . « « x 2 s+ » .« 3160-5
Park Service Areas . . . . ... ... 3826
Park Service Areas . . . . . .. . . . 3582
Park System Exchanges . . . . . . . . . 2240
Petroleun Reserve, Alaska, 0il and Gas
Leasing . « « « « « o o = s+ - o « o« 3130
Petroleum Reserve in Alaska, Management
and Protection of The , . . . . . . . 2361
Petroleum Reserve in Alaska . . . . . . 2380
Range Handbook . . . . . . . .. ... &10
Recreation Area, Whiskeytown-Shasta-
Trinity & ¢ ¢ « ¢ o & « & e s« s o « « 3568
Register of Historic Places . . . . . 8121
Wild and Scenic Rivers System: Matlonal
Trails System Exchanges . . . . . . . 2273

BLM Manual
Supersedes Rel. 1-1593

Native(s):
Allotments . . . . . . .. ¢ 02« . .. 2561
American Coordination and Consultation 8160
of Alaska (See Alaska, Natives of)
Regserves . . . . .. ... ...... 2654
Species . . . . . . ¢ . d 0 0. . 6821
Townsites . . . . ¢« . ¢ « 2 « ¢« o« . . 2564
Natural Gas:
Pipelines . . . . ... ........ 2880
Pipelines over Lands Subject to Mineral
Leages . . . . . . .« .+ - ... . . 2887
Underground Storage of . . . . . . . 3160-11
Natural History (Resources):
Environment Assessment . e e s s . o 8243
Inventory and Evaluation s s . .« . 8210

Management . . . .. .. ..... .. 8200
Management Plans . . . . . . ... .. 8231
Bonitoring . « &« « ¢ v ¢ & v 4 o e v . 8202
Nomination to Special Systems . . . . 8220
Plamning . . ... .. e s« o - s « . 8230
Program Development/Priorities . . . . 8201
Project Plans . . . . ... ...... 8232
Protection . . . . ¢ v v ¢ 2« o o & o « 8240
Protection of, Physical Measures . . . 8242
Utilization . . . . . . . . .. . .. . 8250

Natural Values, Protection and

Preservationof . . . . . . ... ... 6220
Negotiated Sales, Right-of-Way (Coal) . . . 3431
Negotiations, Acquisitions . . . . .. .. 2133
NEPA, Mitigation and Monitoring . . . . . . 1794
Nevada Sand and Gravel . . . .. ... .. 3586
New Mexico Color-of-Title Claims . . . . . 2542
90-Day Sales, Forest Products . . . . . . . 5443
Noise Abatement . . . . . . . .. ... .. 9186
Nomination:

of Cultural Resources to Special Systems 8120

to Special Systems, Natural History . . 8220
Non-Energy Solid Leasable Minerals . . . . 3074
Non-Government Meeting Attendance . . . . 1788
Non-Native Townsites . . . . . . . . . . . 2565
Noncoal Operations on Indian Lands, Mining

Plang for . . . & ¢« & ¢« ¢ o ¢« o« « « « 3592-2
Noncompetitive Leases and Leasing:

Asphalt inOklahoma . . . . . . . . .. 3575
Gecthermat . . . ... ... ... .. 3210
Gilsonite . . . . . . . . ¢ . ¢« 3556
Hardrock Minerals . . . . . . .. .. . 3565
Qiland Gas . . . . « « & ¢ « o o o« - & 3110
Over-the-Counter Offers . . . . . . . . 31N
Phosphate . . . . . . . . ¢« ¢« ¢« v v« & 3516
Potassium . . . . . .« . « < « . . . - . 3536
Sodium . . . . 4 a4t e e e s e s e .. 3526
SUlphur &« & o ¢« ¢ ¢ s o o o o . 3546
Noncompl iance, Assessments, and Penallt!es
OitandGas . . . . . . . ¢ .« . o 3163
Nonforeign Areas, Allowances and Differentials
Peyable in . . . .. .. ¢4 ... 1400-591
Nongovernmental Organizations . . . . . . . 6523
Nonpoint Source Pollution Control . . . . . 9188
Nonsale Disposals . . . . . . . ... ... 5500

Nonsecurity Irregularities, Reporting . . . 1144
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0 and C:

and Coos Bay Revested Lands, Tramroads

and Logging Roads . . . « . « . . » 2812

Lands, Special Mining Laws . . . . . . 3821
Obligations of Lessees, Licensees, and

Permittees . . « « « « v s « « 2 o « o 3591
Occupancy:
and Use, Disposition . ... ... .. 2500
on Mining Claims, Residential . . . . . 3893
Occupational & Envirormental Safety and

Health Management . . . . . . . « » « » 1060
Off-Road Vehicle(s)
Conditions of Use . . . . . . . 8341

Conditions of Use . . . . . . .
Designation of Areas and Trails
Designation of Areas and Trails
Degignation of Areas and Trails
General . . . . . .

3

Management Areas . . « . « « 8358
Permits . « « » o « o o o = « & 8344
Vehicle Operations . . . . . . 8343
Office:
of Management and Budget, Relationship
TO o ¢ s = o ¢ ¢ o s a v s s s o s 1303
of Personnel Management (OPM) . . . 1400-100
ServiCes . . v o o« ¢« o o s s s s s « « 1540
Official Use of Horses . . . « ¢+ « « « - « 1113
0il and Gas:
Assignment and Other Transfers . . . . 3106
Bonding, Alaska . . . .« « « » = « « « » 3134
B e e s s s e s e s e e sae s 3104
Competitive Leagses . . . . . . . . . . 3120
Drainage Protection . . . « « « « « « 3160-2
Economic Evaluation . f e e s oo 3071
Fees, Rentals, and Royaltles e e s . . 3103
Geophysical Exploration . . . . . . . . 3045
Inspector Identification Cards . . . 3160-7
Issuance of Leases . . . . . « . . . . 3101
Issuance of Leases, Alaska . .. . . . 3132
Noncompetitive Leases . . . . . . .. . 3110

Noncompl iance, Assessments, and
Penalties . . . « + + ¢ « ¢« ¢ = s « o 3163
Operations, Onshore . . . . . . . . . . 3160
Operations, Jurisdiction and
Respongibility . . . . . . . . . . . 3161
Qualifications of Lessees ., . . . . . . 3102
Relief, Conflicts, and Appeals . . . . 3165
Relinquishments, Terminations, and
Cancellations . . . . . . » .« . . . . 3108
Requirements for Operating Rights Owners
and Operators . . « « « » o ¢ ¢ o = o 3162
Special Provisions . . . ... .. .. 3164
Transfers, Extensions and Consolidations,
AlaskB .+ « & ¢ ¢ 4o ¢ @ o 2 o o o o s
0il and Gas, Alaska:
Consolidations . . . ... ... ... 3135
Relinquishments, Terminations, and
Cancellations of Leases . . . . . . . 3136
Royalties and Rentals . . . . . . . .. 3133
0il and Gas Leasing:
General « « « « ¢« o« « « s o o s o =« « 3100
Under Special Acts . . . « . . ... . 3109

BLM Manual
Supersedes Rel. 1-1593

National Petroleum Reserve, Alaska . . 3130

Continuation, Extension or Renewal . . 3107
0il and Natural Gas Pipelines . . . . . . . 2880

over Lands Subject to Mineral Leases . 2887
0il Shale:

Cancellation of Lease Operations . . . 3934
- Competitive Leasing . . . . . . . . . . 3920
Exploration License . . . . . . .. .. 3910
Lease Activities . . . .. .. ... . 3922
Lease Modifications and Readjustments . 3932
Management . . o < « « ¢ s o o s o« . 3900
Mine Plan Review and Approval . . . . . 3931
Post-Lease Activities . . . . . . . . . 3930
Prelease Sale Activities . . .. .. . 3921
Qualifications of Lessees . . . . . . . 3901
Required Payments . . . . . . . . . . . 3923
Special Investigations, Public Lau 359 3953

Suspension of Lease Operations and
Cancellation . . . . .. .« . ... 3934

Transfers . « « « o ¢ « s = « o « o « « 3933
Oklahoma, Asphalt in (See Asphalt in Oklahoma)
Omitted Lands:

and Unsurveyed Islands, R&PP Act . . . 2742

General « « « « = « o« o « o « . . 2547, 2550
Onshore Oil and Gas Operations . . . . .. 3160

Opening:
and Allowance, Land Classification . . 2470
Orders . « « o « « « + « “ e e e e e s 2097
Operating:

Budget . . « « o = « o « « o o o & o o 1681
Rights Owners and Operators, Geothermal 3262
Rights Owners and Operators, Oil and Gas 3162

Operational Signs . . . . . « « « « ¢« « & . 9132
Operation(s):
Risk of, Public Law 359 . . . . . . . . 3733

MIiNing . ¢« ¢ ¢ ¢ = « s o s o« s o« « « 3736
Onshore Oil and Gas . . « « + « « « . 3160
. Suspensions of ...........316010
OPM:
Issuance System . . . . . . . . . . 1400-171
Regulations . . . « « « « « = « « . 1400-110
Orders, Opening . . . . . 2097
Organization(s):
and History . .

« e e e e e e e .. 1701

CONErol v v v ¢ o = « « o s o « « « «» o 1202
Development . . . . . « o 4 e e e e 1253
for Recruitment and Examlmng . « « 1400-331
International . . - . « ¢« « ¢« &« ¢« &« @ 1779
MBNBgEMENt . . « « « « « » « = « o o » 1201

Nongovernmental . e e s e e+ s e s . 6523
of the Government for Personnet
Management . . . . . - « « . . - 1400-230
State, District and Resource Area
OfficeS « v & & ¢ « « o = « o = « = « 1212
Structure and Functions . . . . . . . . 1210
Original Homesteads . . . . . . « « « . . . 251
Other Agencies, Relationshipto . . . . . . 1305
Outside of Alaska, Oil and Gas Geophysical

Exploration . . . . . ¢« « ¢« ¢ &« o . . 3151
Over-the-Counter Offers, Noncompetitive

Leases . « « ¢ o s o o e o o s s = s . 3111
QOverpayments, Employee . . . . .. .. . . 1333
Overseas Employment . . . . . . . . . . 1400-301
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- P

Paleontology . « « « « ¢ ¢ o ¢ a o« s »
andGeology . . - « « =« = « = o &« &
Papago Indian Reservation, Arizona . .
Part-Time Employment ..
Passes:
and Employee Identification Cards .
Wildlife
Patent(s):
AIFPOPt & & v ¢ o = ¢ o o o o o o «
Application(s) for Lode Mining Claim
Carey Act Grants, Issuance of . . .
Claims and Locations, Public Law 585
for Granted School Sections . . . .
for Lands Sold by Railroad Carriers
Issuance

Mill site . . . . .. ...
Preparation and Issuance .
Procedures for Airport . .
Pay:

Administration . . . . . . .
Pogition Classification, and

Allowances . . . .
Rates and Systems
Reduction in . .

Retention . . . . .
Systems . . . . o o+ .
Systems, Conversion Between .

Systems, Other . . . . ..
Under Other Systems . . . .
Under the General Schedule
Paychecks, Distribution of . .
paying Quantities/Diligent Development
Hydrocarbon . . . . . . . . « .« &
Payment(s):
and Repayments .
Desert Land Entries . . . . « . .
inlieuof Taxes . . . . . . . .

Method of, Forest Product Sales
of Consideration
Payroll:
Deductions
Earnings
Procedures
Temporary Employees . . . . . .
Penalties:
Grazing .« . ¢« « . .
Ooiland Gas . . . . .
Wild Horse and Burro
Perdiem . . « « « o « « «
Performance:
Employee .
Management and Recognition System .
Management System . . . « « « « o o
Standards, Coal . . . . + « « « + &
Unacceptable .
Permit(s):
and Contract Requirements, Forest
Products
and Leases (Use), Easements .
Cultural Resource Use . . . .

Off-Road Vehicle . . . . .
0ff-Road Vehicles . . . . .

BLM Manual
Supersedes Rel. 1-1593

-

1400-550

1400-500
1400-530
1400-715
1400-536
1400-530
1400-539
1400-534
1400-534
1400-531

1343
3142

1822
2523
1379
5452
2136

1345
1344
1340
1347

4170
3163
4770
1382

1400-400
1400-540
1400-430

. . 3484
1400-432

5462
2920
8151
8344
8344

Procedures . . « = « =« « « « « « « » » 1368
Prospecting (See Prospecting Permits)
Prospecting, Hardrock Minerals . . . . 3562
Recreation Use . . . « « = « s « = + . 8371
Special Recreation . . . . .. .. .. 8372
Terms and Conditions of Temporary Use 2881
USE « « ¢« o = o o o s o o o o o = 00, 2920
Vendor, Recreation . .. . . . ... . 8390
Personal Property:
Accountability . . . . .« « « . « . . 1522
Disposal . . ¢« ¢ o ¢ o ¢ o 0 a0 0. 1527
Loss, Damage, or Theft . . . ... .. 1526
Management . . . . . . . - + & « . .. 1520
Receiving and Identification . . . . . 1521
Personnel :
Actions, Processing « . « « + « « = 1400-296
Basic Concepts and Definitions . . 1400-210
Data Standardization . . . . . . . 1400-292
Developing Policies, Procedures,
Programs, and Standards . . . . . 1400-271
Forms and Documents . . . . . . . . 1400-295
General and Miscellaneous 1400-900, 1400-990
Information . . « « « » « - « « « . 1400-290
Investigations . . . . . « » . . . 14600-736
Management . . . « « « « « « « » « - = 1400
Management, Evaluation of . . . . . 1400-275
Management in Agencies . . . . . . 1400-250
Management, Organization of the
Goverrment for . . . . « . . . . 1400-230
Provisions, General . . . . . . . . 1400-200
Records and Files . . . . . . . . . 1400-293
Relations and Services . . . . . . 1400-700
REpOrtsS . « « o v o o s o « o « o & 1400-291
Security Program . . . . « . . . . 1400-732
Suitability . . . « . « « & . . .« 1400-731
Pest Control/Management:
Chemical . . « « ¢ v ¢ o o ¢« « = « -« 90N
Expenditure of Funds, Insect . . . .. 9012
FOr@StIIY . o « « o o = « o 5 o « o o = 5800
Integrated . . . - . ¢ . . o . . %010, 9220
on Public Lands, Use of Biological
Control Agents of e e e s s e e 9014
Petition:
Application Classification Procedure . 2450
Applications and Bureau Initiated
Classifications . . . . . . . e .. . 2451
for Revocations . . . . . « - . « « « & 2371
petrified Wood, FreeUse of . . . . . . . . 3622
Phosphate: :
Competitive Leasing . . . . . . . . . . 3515
Exploration License . . . . . . .. .. 3514
Lease Terms and Conditions . . . . . . 351
LeBSiNG « « o« « o » o o s o s s o 2 o o 3510
Noncompetitive Leasing, Fringe Acreage
Leases and Lease Modifications . . . 3516
Preference Right Lease . . . . . . . . 3513
Prospecting Permits . . . . .« . . - . . 3512
Use Permits . . « « ¢ « « = « o o o « . 3517
Photo Indexing System . . . . . . R Y €4
Photographic Services . . . . . . «. . - . & 9164
Photopoint Inventory System, Forestry . . . 5220
Physical:
and Administrative Protection, Cultural
RESOUFCE8 . « « = = o s « o =« = « « = 8141
Measures, Protection of Natural History 8242
Rel. 1-1645
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Pipelines, Oil and Natural Gas . . .. .. 2880
Placer:
Claime . ¢ o & ¢ ¢ o ¢ ¢ o o o« o « « 3842

Mining Claim Patent Applications . . . 3863
Plan(s):
and Maps, Solid Minerals . .. . .. . 3592
Annual Timber Product Sale e s = s« 5410
Cultural Resource Management . . . . . 8131
Cultural Resource Project . . . . . . . 8132
Docunentation and Records . . . . . . . 1602
Forestry Management . . . . . . - . . . 5100
Habitat Management . . . . . . . . . . 6780
Lands Activity . . ¢« ¢ ¢« « « « « » « » 2050

Natural History Resource Management

or Studies Required by Congress, Specul 1637

Recreation Area Management . . . . . . 8322

Wilderness Management . . . . . . . . . 8561
Planning:

Actions, Prescribed Resource Management 1616

Cave . . ¢ 2t ¢ s c o s s » . 8382
Computer Asgsistance . . . . . 1635
Cultural Resource . . . . . . 8130
Data and Information Base . . 1634
Engineering, Equipment . . . 9191
Facility . . .. .. ... . 9101
Fire . . ¢ v o o s o o o . 9211
for Fluid Mineral Resources 16264-1
for Recreation Resources . 8320

Land Use, Recreation . . .
Natural History Resources .
Procurement . . . « « « « o
Programming, and Budgeting
Public Participation in . .
Recreation Project . . . .
Regional Studies . . . . .
Resource Management . . . .
System, Bureau . . . . . .
Threatened and Endangered $

¥

¢ o 8 & & v esie & B 5 & & 9 3 8 3 4 B2 8 e 9 & 8 &

Water-Oriented . . . .

Water-Oriented . . .

Watershed Activity .
Planting, Reforestation .
Plats and Mineral Surveys
PMDS . . & «v ¢ ¢ o o o o o
Policies, Procedures, Programs, and

Standards, Developing (Personnel) . 1400-271
Political Activity of Federal Employees 1400-733
Pollution Control:

@ 4 & @ & ¢ & & 8 ¢ 4 4 & ¥ B 4 & & 8 n s 2 3
e & 8 8 5 & 8 & & & 8 3 & 8 s & 8 B 2 e * 2 4 e &

B 2

¢ s 5 s e s 6 e s e b e s 8o s s
-
[+ 3
Py
o

Facilities . . . . . ¢« ¢ v o o o . .« 9180
Instructions and Methods . . . . . . . 9185
Nonpoint SOUrce . . « « « =« « « « « « « 9188
Ponderosa Pine . . . « « ¢ « o « » « » « o 9612

Position:

Classification, Pay, and Allowances 1400-500

Management . . . . . . . . s . - . 1400-312
Possessory Claims to Lands and Waters Used and

Occupied by Natives of Alaska, Hearings 1851
Post-Lease Activities, Oil-Shale . . .. . 3930
Posters and SigNS . « « & ¢ &« o « s « o » « 9130
Posting and Publication of Notices . . . . 1824
Potassium:

Competitive Leasing . . . . . . . . .. 3535
Exploration License . . . . . .. ... 353
Lease Terms and Conditions . . . . . . 3531
LeaSing « « « v « « ¢ o 2« o« o s+ o s o 3530

BLM Manual
Supersedes Rel. 1-1593

Noncompetitive Leasing, Fringe Acreage
Leagses and Lease Modifications . . . 3536

Preference Right Lease . . . . .. .. 3533

Prospecting Permits . . . . . . . . . . 3532
Power:

of Appointment and Removal . . . . 1400-311

Rights, Public Law 359 . . . .. . . . 3731
Powersite(s)

and Transmissions Lines . . . . . . .. 2850

Purposes, Withdrawals Other Than for . 3732
Poueriines, Prevention of Raptor

Electrocutionon . . . . ... .. . . 2851
Practice, Soil, Water and Air . . . . . . . 7400
Practitioners, Qualifications of . . . . . 1812
Pre-Employment Interviews and Recruitment,

Travel and Transportation . . . . . 1400-571
Precosmercial Thinning, Reforestation . . . 5741
Preference:

GraZing « » o« + o « o o ¢« s o s o « « » &110

Right Upon Restoration, Carey Act Grant 2613
Preference Right Lease:

Gilsonite . . . . . . ¢+ o+ ¢ ... . 3553

Hardrock . . & ¢ ¢« ¢ ¢ ¢ ¢« ¢« v ¢ o o & 3563
Phosphate . . . ¢ « o o ¢« & ¢ = =« « « & 3513
Potassium . . . . . . . . . e e e e e . 3533
Sodium . . ¢ . 4 a et e e e e e s . 3523
Sulphur . . . . . . e e e s s s o s o« 3543
Coal . ¢ v v v c o o o o o o s m e . 3430
Prelease Sale Activities, Oil Shale . . . . 3921
Preparation:
for Sale, Forest Products . . . . . . . 5420

of Biological Specimens . . . . . . . . 6620
of Contract, Forest Products . . . . . 5424
Preparatory Information, Big Game Studies . 6632

Prescott, Arizona, Watershed . . . . . .. 3824
Prescribed:
Fire Management . . . . . . « « « « « & 9214

Resource Management Planning Actions . 1616
Pregsidential Management Intern Program 1400-362

Presuppression . . « < ¢« « ¢ s o ¢ o s s . 9213
Prevention:

FIre . . ¢ v o o o o o o « & e e e .. 9212

of Raptor Electrocution on Powerlines . 2851
Principles, Adjudication . . . . .. . .. 1871
Printed Materials Distribution . . . . .. 1556

and Saleof . . . . . . .. ... ... 1554
Printing . « & & v ¢ o o o o e o o o o o 1551

and Reprographic Eq\npment and Servi ces,

In-House . . . . . ..« ¢ o o 1552

Duplicating, Copying, and Graphic Arts 1550
Prior Existing Mining Locations . . . . . . 3735
Privacy:

ACL & v & & o s e a s o s s e s e s o 1278

and Personnel Records, Protectlon of 1400-297
Private:

Land Grants, Gold, Silver, or

Quicksilver in . . . ... .. ... 3581

Maintenance, Wild Horse and Burro . . . 4750
Procedures (See related subject)
Proceedings Under the Act (Public Law 167) 3712
Procurement:

ACLIONS & & & ¢ ¢ ¢ o ¢ s o . e 0 0. 1510

of Commercial Resources . . . . . . . . 9604
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Production: of Privacy and Personnel Records . 1400-297
and Use of Geothermal Byproducts . . . 3242 of Special Status Plants . . ... .. 6850
Measurement of Geothermal . . .. ... 3263 Plans, Coal . . . « « « « = v = « . . . 348
Records and Audits, Asphalt in Oklahoma 3577 Wildlife . . ¢ ¢ ¢ 2 ¢« ¢ ¢ ¢ o o o o 6515
Records, Solid Minerals . . . .. . .. 3597 Protective Measures, Reforestation . . . . 5716
Suspensuons Of v v s ¢ v e e o s . 3160-10 Protests:
verification, Inspection and Enforcement, Alaska Reindeer Grazing . . . . . . . . 4330

and Appeals, Coal . . . « .« . . . . . 3486 Cadastral Survey . . . . . . . . 9660, 9661

Productivity, Manpower . . . . . . « . . . 1251 Contests, and Conflicts, Mining Claims 3872

Professional: Hearings, and Appeals, Alaska Livestock
or Other Associations . . . . . . . 1600-252 GrazZing « « = o « o« = = « o s o o o « 4240
Papers Publication . ... ... ... 9683 Protraction Diagramé . . . « « « & « o o« . 9615
Societies . « v o ¢« ¢« o ¢ o 0 . e . . . 9681 Public:

Survey Authorities . . . .. .. ... 9684 Administrative Procedures . . . . . . . 1800

Surveyor Development - . . . . . . . . . 9686 Affairs . . v ¢« o ¢ ¢ v o 4 o 0 8 e e 1120
Program(s): Land Records . . . « « ¢ &+ o ¢ o « « » 1813

and Objectives . . . . v + ¢ o o « « « 1720 Land Statistics . . . « « « « ¢ « o » . 1165

Development/Priorities, Natural History 8201 Land Survey System/Geographic

Deveiopment/Priorities, Recreation . . 8301 Coordinate Data Base . . . . . . . . 9691

Evalustions . « « « « « o o o = » « « « 1262 Lands Education Program . . . . . . . . 1115

Management . . . . « « o o = ¢ « s« « 1700 sndsExchangeof..........ZZOO

Management, Planning . . . . . « . . » 1631 Participation in Planning . . . . . . . 1614

Monitoring, Cultural Resources . . . . 8102 Room (See Information Access Center)

Monitoring, Natural Resources . . . . . 8202 Sales, Land Disposition . . . ... .. 2710

Monitoring, Recreation . . . .. ... 8302 Sales Procedures, Disposition,

POLICY ¢ ¢ v o o o o s « o o o o o o« 1725 Land Sales . . . « .« « ¢ v o . ... 2TH

REPOFLS o ¢ « s o = s « « s « = o o = « 1632 Public Law 167:

Year Budget Plan (See Strategic Budget Plan) Act of July 23, 1955, Multiple
Prohibited Acts: Use Mining . . . . « . . « « « . . . 3710

Grazing . « « « « + « o o o s ¢« » o » « &140 Hearings . . . « « « « ¢« v o « = o » «» 3713

Wild Horse and BUFFO . « « « « « = - « 4770 Proceedings Under the Act . . . . . . . 3712
Project(s): Rights of Mining Claimants . . . . . . 374

Accounting, Other . . . . . « « « « « » 1325 validity Examination . . . .. . . . . 3951

Plans, Natural History . ... . .. . 8232 Public Law 357:

Reclamation o « « « « « =« » = « =« o =« = 2764 Entry and Location of Source Material
Projections, Supply/Demand . . .. . . . . 9570 Upon Public Lands valuable for Coal . 3720
Promotion and Internal Placement Ptan . 1400-335 Public Law 359:

Proofs and Testimony . . . « « « « « » « « 1823 Location and Assessment Work . . . . . 3734

Property, Personal (See Personal Property) Mining in Powersite Withdrawals . . . . 3730

Property, Real (See Real Property) 0il shale Special Investigations . . . 3953

Proposals, Unsolicited . . .. ... ... 1514 Power Rights . . . . .« « ¢« ¢« ¢ « =« « & 3TN

Proposing Reguiations . . . . . . .. . . . 1761 Risk of Operation . « « « « ¢« « ¢« o & 3733

Prospecting, Mineral Locations, and Mineral surface Protection Requirements . . . . 3738
Patents Within National Forest USE v « « o « o o = o o o « o o s « « « 3737
Wilderness . . . « « ¢ & o o« - . . . 3823 Public Law 585:

Prospecting Permits: Claimant's Rights . . . . . . . . . . . 3744
Gilsonite . . . . . . .. R 1 ¥4 Claims, Locations and Patents . . . . . 3741
Hardrock Minerals . . . « .« + . . « . . 3562 Fissionable Source Materials . . . . . 3746
Phosphate . . . . . « « « & e e e s os . 3512 Hearings . « « « « « » = « « o s =« « & 3743
POLaSSiUM o« o o « = o s o « o =« o « « « 3532 Helim . v v v ¢ o o o o o o o o a o « 3745
SOATUM &« v o « « ¢ o « s o o s o « o« 3522 Multiple Mineral Development . . . . . 3740
SULPhUF « & & ¢ ¢ » o o o o o » o = o+ 3542 Procedures Under The Act . . . . . .. 3742

Protection . . .. .. . . . .« 9200 Publication(s):

Against Mining Hazards Sohd Mmerals 3595 and Pogting of Notices . . . . . . . . 1824

and Environmentatl Educatlon e s s« .« 8600 Indexing System . . . . . . . - . + .+ 1555

and Preservation of Natural Values . . 6220 of Statistics . « « = « « « = v s o « « 1164

CAVE & v v v o = = v o 2« o s« « o .« 838 System, Technical . . . . . « « « « . . 1557

Cultural Resources, Physical and Purchase:

Administrative . . . . . ¢« s« . o » 811 Lands Subject to Locationand . . . . . 1811
Drainage, Oil and Gas . . . .. . . 3160-2 Order FOMMS « v « « « « « « « « « » « « 1510
Facilities . v v v ¢ o o o« o o o« o = » 973 Order-Invoice-Voucher (Form SF -’olo) .. 1510
FOPeStrY . « « o« « s « = o = =« » » = « 29800 Purchasing . . « « o « « & « o« o « » 1510-1
Natural History . . « « « ¢ ¢ + « « o . 8260
of Cultural Resources . . . . . « . . . 8140
of Natural History, Administrative

MEasUIreS . « ¢ « « ¢ « » o o o « o =« 8241
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- Q -
Qualification(s):

of Applications . . . . . « « « = . . . 1811

of Lessees, Geothermal . . . ... .. 3202

of Lessees, Oil Shale . . . . . . . . . 3901

of Lessees, Oil and Gas . . . . . . . . 3102

of Practitioners . . . . . . . . . . » 1812

of Unit Operator, Geothermal . . . . . 3282

of Unit Operator, Unitization . . . . 3182

Requirements (General), Personnel . 1400-338

Requirements (Medical) . .. . . . 1400-339

Requirements for Specific Positions 1400-933

Requirements, Solid Minerals . .. . . 3502

and Preference, Grazing . . . . . . . . 4110

FIr® & v ¢« v ¢ o e o a a a s e o o« o« 9215
Quantity and Special Grant Selections,

State Grants . . . « + 2 2 « o « « &« « 2622
Quarters and Housing Management . . . . . . 1534
Quicksilver in Confirmed Private Land

GrantS . « « « o « o o s = s = o« s « » 3581

- R -
R&PP:

ACT & v 4 4 e v o o s s s s s s s a s o &T4O

ACT: LEEBSeS . . v ¢« = « « » + s o « o« « 2912

Act: Omitted Lands and Unsurveyed

Islands . . & &« ¢ ¢ ¢« 2o « s o s o o o 27h2

Act: Solid Waste Disposal . . . . . . . 2743

Requirements . . . . . « « o« s o » « o 27461
Radio Communications Management . . . . . . 1292
Railroad:

' Carriers, Patents for Lands Sold by . . 2631

GFantS . o« « « & o o o s «a ¢ o a = « &« 2630

Townsites, Alaska . « « « o o« + o « « . 2566
Range Management . . . . . . - « . « = « « 4000

Law Enforcement . . . . . « « o« s = » « 9264

Program Records . . . . « « =« « « « =« « 4010

Wildlife . . . ¢ ¢ ¢ o s o s 0 o« « . 6516
Rangeland:

Insect Pest Control, Expenditure

of FUNS . . 4 v 2 « o« « = = o = » « 9012

Inventory, Monitoring, And Evaluation . 4400
Raptor Electrocution on Powerlines,

Prevention of . . . « « ¢ « ¢« « « » « - 2851
Rate and Cost Studies . . . . . « » o « . « 9192
Ratification of Unauthorized Contract Awards 1510
Rating, Visual Resource Contrast . . . . . 8431
Readjustment of Terms, Coal . . . . . . . . 3451
Real Property:

Accountability and Utilization . . . . 1532

AcQuisition . . « &« ¢ ¢ ¢ « c « ¢ o .. 1531

Appraisals . .« ¢ ¢ ¢ v s « o s s 2 o . 9310

Disposal .+ = « ¢« = « o o s s 2 s o o . 1533

Management . . . . . « . + ¢ s . . -« 1530
Realty Trespass Abatement . . . . . . . . . 9232
Receipt(s):

and Disbursements . . . . « . « .« . . . 1370

Distribution of . . . . . . . . . 1317, 1373
Receiving and ldentification, Personal

Property . « « = s « o s = « =« « » « » 1521
Reclamation:

EXChanges . « « « « = « o« = = « =« = o« o 2272
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Land . . .t 4 ot e e e e s e e s .. 3042

Project, Desert Land Entries Within . 2524

Projects . . ¢ ¢ ¢ o« o ¢ 2 o« s o o . 2764

Townsites for School Purposes, Grant

of Lands in . . . ¢+ v ¢ ¢« o o« o« . 2765

Withdrawals, Mineral Locations in. . . 3816
Recognition System and Performance

Management . . . . . « - « - . « . 1400-540
Recordable Disclaimers of Interest in Land 1864
Recordation:

ACQUisition . « . & & ¢ 4o o v o o o » o 2134

of Mining Claimé . . .. .. ... .. 383
Records:

Administration . . . . .. . .. . . . 1270

and Annual Reports, Forestry . . . . . 5703
and Files, Personnet . . . . . . . 1400-293
and Information Management . . . . . . 1220
Availability, Cadastral Survey . . . . 9637
CoBl & & v o« & ¢ s 4 ¢ o s e n o s+ o 3485
Disposition, and Testimony . . . . . . 1872
Land Status . . . . . . . . . . . e - . 1275
Management . . . . . . . . - ... . - 1220
vital . . . . .. e e e s e e e e 1273

Recovery of Cultural Resource Data . . . . 8142

Recreation:
Concession Leases and Vendor Permits . 8390
Envirormental Assessment . . . . 8305, 8440
Established Areas . . . . . . . . . .. 8352
External Plans Coordination . . . 8133, 8324
Facilities . ... ... . ... 9150, 9155
Inventory . . . . . e e e e e . .. 8310
Land Use Planning . e e s s s s s 8321
Management . . . . f e s e e s 8300
Management Areas . v e s s e« « o 8350
Management [nformation Systems . . . . 8303

Permits, Special . . . .. .. .. .. 8372
Program Development/Priorities . . . . 8301
Program Monitoring . . . . « « « + « . 8302
Programs . . . .. . .. . . .« .+ . . 8000
Programs, Law Enforcement . . . . . . . 9268
Project Plamning . . « . . « « « . . . 8323
Resources, Planning for . . . . . . . . 8320
Site Management . . . . . . e v s . s« 8366
Use Authorizations . .. . . .. . . . 8370
Use Permits, Developed Sites . . . . . 8371
/Milderness, Wildlife . . . . . . . .. 6517

Recreation and Public Purposes Act (See R&PP)
Recreation Area:
Management Plans . . . . . . . . . . . 8322
Whiskeytown-Shasta-Trinity National 3568, 3583
White Mountains National, Alaska . . . 3585
Recruitment:

and Examining, Organization for . . 1400-331
and Selection for Temporary and Term
Appointment Outside the Register  1400-333
and Selection Through Competitive
Examination . . . . . . . . . . . 1400-332

Reduction:
in Rank or Pay, Voluntary
Separations . . . . . . .

. . 1400-715
-in-Force . . . « & &« o « o o .

1400-351

Reemployment Rights . . . . . . . . . . 1400-352
Referrals to the Council on
Environmental Quality . . . . . . . . . 1796
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Reforestation . « « « « « o« « « = =« « « » » 35710
Fertilization . . « « « « ¢« = « = = « » 5721
Genetic Improvements . . .. .. ... 3730
Planting . + o « ¢ o« o s o s s =« o« o « 5715
Precommercial Thinning . . . . . . .. 5741
Protective Measures . . . « » « « = « « 3716
Release Treatments . . . + « - « » . - 5717
Seeding « « « & o 2 o 2 s s s a0 x e . O714
Site Preparation . . . . « « « o » - » 5N
Site Productivity Improvement . . . . . 5720
Stand Improvements . . . . . « .« . . « 9740
Tree Seed . « o « « « « o o o = o o« o o 95712
Tree Seedlings . . « = ¢« « ¢« ¢« ¢« =« » « 5713

Refunds, Transfers, and Returns . . . . . . 1374

Regeneration Stocking Surveys . . . . . . . 5705

Regional:

Selections, Alaska Native . . . . . . . 2652

Studies, Plamning . . « « . « .« « « . . 1636
Regulations:

and Harvest, Wildlife . . . .. ... . 6810

OPM v v « v « « o« o ¢ « s s = « « o 1400-110

Program Management . . . . e .. 1760

Rehabilitation and Enhancement of the
Visual Resources . . . . « « « « » . . 8450

Reimbursable:

Projects . . « = « « s s s 2 o =« - 1324

Projects/Activities, Cost Recovery . . 1323

Technical Services . . . . . . . . .. 1787
Reimbursement of Costs, Rights-of-Way . . . 2808
Reindeer Grazing, Alaska (See Alaska

Reindeer Grazing)

Reinstatement of Canceled Entries . . . . . 1826

Reintroductions, Special Status Species . . 6845

Relations, Labor Management . . . . . . 1400-711

Relationship:
to General Accounting Office . . . . . 1304
to Office of Management and Budget . . 1303
to Other Agencies . . « « « « » = « » « 1305
to Treasury Department . . . . . . . . 1302
with State and Local Governments . . . 1785

Relatives, Employment of . . . . . . . 1400-310

Release Treatments, Reforestation . . . . . 35717

Relief, Conflicts, and Appeals, Gil and Gas 3165

Relinquishment(s):

Cancellation, and Termination, Coal . . 3452

General « « + ¢ & ¢« ¢« ¢« 0 4 e .. . 1825

Termination, Expiration, and

Cancellation, Solid Minerals . . . . 3509

Terminations, and Cancellations of

Leases, Alaska Oil and Gas . . . . . 3136

Terminations, and Cancellations,

ODilandGas . « .+ « = « « « « & . .. 3108
REMOLE SeNSiNG .« » o « = « = = = s o = = » 9163
Removal:

Power of Appointment and . . . . . 1400-311

Wild Horse and Burro . . . . . . . . . 4720
Renewable Resource:

Improvements and Treatments . . . . . . 1740

Improvements, Practices, and Standards 1741

Investment Analysis . . . . . . . . .. 1743

MONTLOriNG o « « « o « » v s o o » « « 1735

Supplemental Program Guidance . . . . . 1622
Renewal, O&G Leasing . . . « - « « « - . . 3107
Rental(s):

and Royalties, Coal . . . . . . . 3473, 3485

and Royalties, Geothermal . . . . . . . 3205
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and Royalties, Oil and Gas . . . . . . 3103
and Royalties, Oil and Gas, Alaska . . 3133
EQUIPMENt . = « + « o « « « o = = « « . 1526

Repayments and Payments . . . . . . . . « . 1822
Report(s):
Fire Management . . . . . . . . . . . . 9218
[ 2063
Lands Examination, and Investigations 2060
Management . . . . « « « = « = e eoe . 1222
Mineral, Preparation and Review . . . . 3060
Personnel . . « « « ¢« « « « « « « . 1400-291
Programé . . - « « « « o = « « » « + « 1632
Records and Annual Forestry . . . . . . 5703
Royalties, and Records, Coal . . . . . 3485
Special Budget . . . . . . . ... .. 1694
Subsidiary . . . « + « 2 2 o o .. .. 1313
to be Made by All Lessees, Geothermal . 3264
to Geological Survey . . . . ... .. 3722
Wildlife . . . . ¢ o ¢ ¢ o o 0o o o ¢ @ 6501
Reporting:
Dom Failures . . .. .. . ... .. 9177-3
Financial . . . . . . . . .. e .« .« 1330
Nonsecurity Irregularities and Employee
Misconduct . . & v ¢ 4 e v e o e e 1144
Unit Accomplishment . . . . . . . . . . 1682
Wilderness . . . . . . . « « . 4 o . . 8530
Reprographic Equipment and Servn:es
In-House . . . . ¢ ¢« ¢« ¢« ¢ o o o o o « 1552
Required Payments, Oil Shale . . . . . .. 3923
Requirements:
Big Game Studies . . . . . . . . . . . 6631
EXChanges . « « « o « o o o ¢ o = s o & 2201
for Operating Rights Owners and
Operators, Geothermal . . . . . . . . 3262
for Operating Rights Owners and
Operators, Oil and Gas . . . . . . . 3162
REPP & v v ¢t v e s o o = o o s o & = 2741
Research:
and Special Studies . . . . . . . . . . 9560
Management and Liaison . . . . . . . . 1702
Natural Areas . . . « . « « o « « « « & 8223
Wildlife . . . . . ¢ ¢ ¢ c v ¢ oo o 6524
Reservation to Federal Agencies,
Right-of-Way . . . . « « o « « &« « « 2807

Reserved Minerals:
Disposal Under The Stockraising
Homestead ACt . . « « « = & « o = =« & 3814
D\sposal Under The Act of July 17, 1914 3813
in Lands Patented to The State of
california for Park or Other

Public Purposes . . . « - « « « « . . 3584
Reserves, Native . . . . . . « ¢« ¢ o « « = 2654
Reservoir(s):

AQUAtic o « v ¢« ¢ e e e e e e e e .. 6721
Management and Development . . . . . . 6730

Residential Occupancy on Mining Claims . . 3893
Resource(s):

and Visitor Protection . . . . . . . . 8363
Area Offices . . . . o ¢ v @ ¢ & = &« & 1212
Data, Integrated . . . . - « « « « .« . 1731
Recovery and Protection Plans, Coal . . 3482
Use and ENTFY . . ¢ &« « o o « o » « o & 1814
Values; Shore Space, Spec1al ..... 2094
Resource Management:
integrated . . . . . ¢ ¢ ¢ 4 0 s e . 0. 1730

Plan Approval, Use, and Modification . 1617
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Resource Management: (cont.)
Planning . . ¢ « « ¢« ¢ o = « &
Planning Actions, Prescribed .
Planning Guidance . . . . . . .
Plans, Transition to .. . . .

Responsibilities:

AND INFORMATION MANAGEMENT

1610
1616
1611
1618

Employee . . . . . ¢ . v o o o« o 1400-735

Wildlife Population . . . . . . « « « .
Restoration:
/Reconstruction of Cultural Resources .

6801
8190

toDULY « . . ¢« ¢ v . . e o o s s o 1400-353

Restorations and Revocations:

Procedures . . . 2 « « « =« o« + s =« « « 2372

Withdrawals . . . . . . . . . ... .. 2370
Restrictions and Closures . . . . . . .. . 8364
Retirement:

Employee . . . . .« <+ ... . . 14600-831

Social Security . . . . . . . . . . 1400-832
System, Federal Employees . . . . . 1400-340

Returns:
INtEragenty . . « « « o « o s =« « o« « « 1334
Refunds, and Transfers . . . ... .. 1374
Review:
Administrative . . . .. ... ... . 1830
Field . « « ¢ ¢« ¢ ¢ ¢ ¢ ¢ o s« o =« « 1833
Headguarters . . . . . « « « « « « « « 183
Mineral Reports . . « « « « « » » =« » » 3060
of Non-BLM Environmental Docunents .« 1795
Withdrawal . . . . ¢ ¢« ¢« ¢« o o o = » . 2355
Revocations, Petition for . . . ... ... 2371
Rights:
of Mining Claimants, Public Law 167 . . 3714
Reemployment . . . . . . «. « «» » « 1400-352
to Mineral Lands . . . . . . s 2 » . . 3831
Rights-of-Way . . « « = « ¢« =« « =« « « « » o 2800
Application . . . .. . . « + o« . . . . 2802
Bonds and Bonding Procedures . . . . 2801-3
Coal, Negotiated Sales . . ... .. . 3431
Corridors, Designationof . . ... . 2806
Federal Agencies . . . . . .. .. .. 2805
Grants, Terms and Conditions . . . . . 2881
Management . . . . . . . e e e« e . . 2801
Plans of Development and Grants . . . 2801-1
Reservation to Federal Agencies . . . . 2807
Riparian:
/Aquatic Information Data Summary . . . 6603
Wetland . . . + ¢ ¢ 4 o o 2 o« o =+ o 661
-Wetland Area Management . . . . . . . 1737
Risk of Operation, Public Law 359 . . . . . 3733
River Management Areas . . . . . . . . . . 8354
ROAAS + « 2 ¢ o « o o s « 2 « o s « = » =« » 9113
Construction Costs . . + « « « = = o » 1322
Guidelines for Determination of Curve
Widening . . « « = « ¢« + v ¢ « « « 9113-1
Inventory and Maintenance . . . . . . 9113-2
Royalties and Rentals (See Rentals and Royalties)
Rules:
Governing Geothermal Leases . . . . . . 3240
of Conduct, Visitors . . . . . . . . . 8365
- s -
Safety:
and Health Management . . . . . . . 1112-1
and Health for Field Operations . . . 1112-2
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Aviation . . . ¢ ¢ ¢ ¢ ¢t o ¢ a a o . . 9430
Employee . . .. .. ... .¢+.... 1112
Exploration Activity . . . .. .. . . 3044
Of DaMB o « v = « « ¢« « s v o 0 o s 2 N7

Sales:
Administration, Forest Products . . . . 5460
Digposition . . . . . . .. .. . ... 2700
Fiscal Accountingof . . . .. .. .. 1377
Forest Product, Advertised . . . 5401, 5441
Forest Product, Other Than Advertised . 5402
of Forest Products . . . . . . . « . » 5400
Sand and Gravel inNevada . . . . . .. .. 3586
School (s):
Colleges, and Universities, Wildlife
Coop. Relations . . . . . . . . .« . . 6526
Land Grants to Certain States Extended
to Include Mineral Sections . . . . . 2623
Purposes, Grant of Lands in Reclamation
Townsites for . . . . . . ¢ .« . .. 2765

Sections, Patents for Granted . . . . . 2624
Seasonal Employment . . . . . . . . . . 1400-302
Second Entries, Homesteads . . . . . . . . 2513
Seeding, Reforestation . . . . . ... .. 5714
Segregation:

Mining Claims . . . . . .. .. .. .. 3873

of Llands . . . . . & . . . . .. . . . 2091

Under The Carey Act - Procedures . . . 2611
Selection(s), Alaska Native . . . . . . . . 2650

for Temporary and Term Appointment
Outside the Register . . . . . . 1400-333
Through Competitive Examination . . 1400-332
Miscellaneous . . . . . . . « « « « - . 2653
Seminars and Workshops, Cadastral Survey . 9682

Senior Executive Service . . . . . .. 1400-920
Serialized Case File System . . . . . . . . 1274
Service:
Center . . ¢ ¢ ¢« 2 = o o o & « & ... 1216
Center and Field Office Fiscal
Procedures . . . « « « « « o o » + @ 1360
Settiement of Uncompleted Contract,
Forest Products . « « « =« « « & = « = « 5480
Severance PaY . . . .« . « 4 c o e s e s . oa 1342

Shasta and Trinity Units of The Whiskeytown-
Shasta-Trinity National Recreation Area 3583

Signs:
and POSEErS . . . &« & 4 2 2 o o o & + « 9130
Installation and Maintenance . . . . 9130-1
Operational . . . « « ¢« ¢« & ¢« &« & o & & 9132
Transportation . . . . . “ v e e e e 9131

Sikes Act Wildlife Programs . . . . . . . . 6525
Silver in Confirmed Private Land Grants . . 3581
Silvicultural:

Applications . . . . . . . . . . . . . 5610
Multiple Use Relationships . . . . . . 5650
Practices . . o « « o ¢ ¢ o« o « = o o » 5600
Prescription . . . . . . ¢« ¢« ¢ v o o 5620
Simultaneous Filing . . . . . . . . . . . . 3112
Site(s):
Designation of Areas and . . . . . . . 2070
Management, Recreation . . . . . . . . 8366
Preparation, Reforestation . . . .. 5711
Productivity Improvement, Reforestatwn 5720
Tunnel .« ¢ ¢t v e e e e h e e e e e 3843
Smali Business Admmstratlon Contracts . . 1510
Small Purchase Policy . . . . . « « ¢« . . . 1510
Small Tract Act Leases . . . . + « « . . . 2913
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Snake River, Idaho, Omitted Lands . . . . . 2546
Social:
and Economic Analysis, Mitigation and
Monitoring . « « « o« ¢« ¢ o » = = « « 9580
and Economic Analysis . . . . . . . . . 9500
and Economic Analysis - Resource
SPeCifiC & v v ¢ v o o s o s s o« . 9510
and Economic Guidance for Resource
Management Planning . . . . . . . . . 1612
Impact Analysis . . « « &« « = ¢ o o« . . 9540
Security Retirement, Survivors Insurance,
Disability Insurance, and Medicare 1400-832
Societies . v« v ¢ ¢ ¢ 4« t s s 4 e e s e« 1789
Socioceconomic Data System . . . . . . . . . 9553
Sodium:

Competitive Leasing . . . « . . . . . . 3525
Exploration License . . . . . . . ... 352
Lease Renewals . . . . . . .+ . . . . 3528
Lease Terms and Conditions . . . . . . 3521
Leasing = « « « ¢« = o« = 2 = o o o » « o« 3520
Noncompetitive Leasing, Fringe Acreage
Leases and Lease Modifications . . . 3526
Preference Right Lease . . . .. . . . 3523
Prospecting Permits . . . . . . . « . . 3522
Use Permits . « « « o o « o « o & = = - 3527
Software, Equipment, and Services . . . . . 1263
Soil:
Resource Management . . . . . . . . . . 7100
Water, and Air Management . . . . . . . 7000
Water, and Air, Wildlife . . . . ... 6518
Water and Air, Practice, Standards,
and Techniques . . . . . ... ... 7400
Solicitation of Bids . . . « + « « . . . . 1510
Solid Leasable Minerals, Non-Energy . . . . 3074
Solid Mineral(s):
Appeals, Inspection and Enforcement,
Production Verification . .. .. . 3598
Assignment and Subleases . . . . . . . 3506
Descriptions and Acreage . . . . . . . 3501
Fees, Rentals, and Royalties . . . . . 3503

Fractional and Future Interest Penmts

and Leases . . . .« <+ s s 0 . . . . 3507
Late Payment or Underpayment of Charges 3599
Mineral Lease Exchange . . .. . . . . 3508
Mining Methods . . . . . . « « « . . . 359
Other Than Coal and 0il Shale,

Leasing of . .« . . 4 + « + « . « - . 3500
Other Than Coal, Exploration and

Mining Operations . . . + . . « . . . 3590
Plang and Maps . . . . « « « « +» » « . 3592
Production Records . . . « « « « « « « 3597
Protection Against Mining Hazards . . . 3595
Qualification Requirements . . . . . . 3502

Reclamation . « o« o « o « « « o« o« = » 304241
Relinguishment, Termination, Expiration,
and Cancellation . .. ... ... . 3509
Waste From Mining or Milling . . . . . 359
Solid Waste:

Disposal, R&PP Act . . . . « o « « . . 2743

Municipal/Community Related . . . . . . 9183
Space Management . . . « -« « o « o « s o o« 1535
Spanish Color-of-Title Claims . . . . . . . 2542
Special:

Acts, Leasing Under . . . . . . . . . . 3109

Budget Reports . . « « ¢ ¢ ¢ o o = o = 1694
BLM Manual
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Cadastral Survey Instructions . . . . . 9621
Evaluations . . . . ¢« « ¢ + v« ¢ ¢ & & . 1263
Grant Selections, State Grants . . . . 2622
Investigations, Multiple Use . . . . . 3950
Laws and Rules . . . . .. ... ... 2090
Leaging Areas . . . . . .« s o . . .

MinNiNG ACS « « « o « « « « s & » « « . 3898
Plans or Studies Required by Congress . 1637
Recreation Permits ... . . . ... . . 8372
Resource Values; Shore Space . . . . . 2094
Studies . . . . . . 4 s e s e ... 3OO
Studies, Minerals . . . . . . . . . . . 9560
SUPVEYS . ¢ ¢ ¢« « « o o o = « o o & = . 9614

Systems, Nomination of Natural History 8220
Systems, Nomination of Cultural
Resources t0 . . « « « « + « = «» - - 8120

Use Management Areas . . « + « « « « « 8359
Special Areas . . . . . . < « ¢ ¢ ¢ a0 .. 2780
Management . . . . . . < s . . .« . . 8010
Designated by Congress . . . . . . . . 8014

Designations of International Importance 8013
Designations of National Importance . . 8012
Special Status:
Plant, Fish, and Wildlife Resources
Inventory . . . « « « « « « « - « = . 6600

Plants, Protectionof . . . . . . . . . 6850
Species Management . . . . . « . o o . 6840
Species, Other . . . . .. .. .. .. 6844
Species Reintroductions . . . . .. .. 6845
ies:
EXOtic . o o o ¢ o s = o « = = .« . . 6822
Native . . . ¢ ¢ v o ¢ o o o v o o oo 6821
Split Estate Leasing, Coal . . . . . . .. 3427

SPM/M Systems Performance Measurement/Management
(Capacity Management) . . . . . . . . . 1269

Springs, Habitat Management . . . . . . . . 6715
Spruce, Engelmann . . . . . . ¢ . ¢ . . . 5613
Stabilization Procedures . . . . . . . .. 9176
Stand Improvements, Reforestation . . . . . 5740
Standard(s):
ADP . . ¢ ¢ ¢t ¢ o ¢ « o s o = e e e .. 12682
BLM System, Appraisal . . . . . . . . . 9351
Soil, Water and AiFr . . . . . . . . . . 7400
State: :
Agencies, Cooperative Relations,
Wildlife . . . . . ¢ ¢ o oo oo v 6521
and Local Governments, Relationships :
With & ¢ 0 0 o 0t e e e e e e e e 1785

and Local Systems, Cultural Resources . 8129
District, and Resource Area Offices . . 1212

Exchanges . . . « « « « « o « = =« « s & 2210

Grants . . + « « ¢ o o o = o & 5 = . . 2620

Grants, Quantity and Special Grant

Selections . . . . . ¢« &« ¢ ¢ ¢ o o » 2622

Irrigation Districts . . . . . . « . . 2783

Office Organjzation . . . . . . . . . . 1212
Statistic(s):

Analysis and Evaluation . . . . . . . . 1162

Appraisal . . « ¢ ¢« ¢ ¢ ¢« o 4000 .. 9358

Fire Management . . . . . « « « « + & . 9218

General « « « « ¢« o ¢ e o e v e e = . 1160

Publicationof . . . . . . . . . . .. 1164

Timber Depletionand . . . . . . . . . 5260
Stock Driveway Withdrawals, Mineral

Locations in . . . . . ¢« o« o o o« 3815

Rel. 1-1645
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Stocking Surveys, Regeneration . . . .. . 5705 Field Note Indexing . . . . . . . . . 1276-1

Stockraising Homestead Act, Disposal of Hunting and Fishing . . . . . . . . . . 6812
Reserved Minerals Under The . . . . . . 3814 Inspections, and Audits (Personnel) 1400-273

Strategic Budget Ptan (formerly PYBP) . . . 1671 Management and Maintenance . . . . . . 9670

Stream(s): Marine, Wildtife . ... .. ... .. 6615
and Channel Structures . . . . . . .. 9174 Mineral . . . ... ....... « .« . 9605
Improvement Construction . . . .. .. 6763 Regeneration Stocking . . . . . . . . . 5705
Management . . . . « « « « o « s = o « 6762 Requirement, Determination of . . . . 9601
Management and Development . . . . . . 6760 Special < . 4 4 d e e e e s e e e 9614
Planmning . . & ¢« ¢ ¢ ¢ o ¢ o o s s+ » 6761 Survivors Insurance . . . . . . . . . . 1400-832
Wildtife . . ... ... ... .. 6613 Suspension(s):

Structure(s): of Lease Operations and Cancellation,
and Functions, Organization . . . . . . 1210 Oilshale . . . . . ... ¢ ... 3934
Streamand Chamnel . . . . . . ... . 97 of Operations and/or Production . . . 3160-10
Water Control . . . . . . . - 9172 Sustained Yield:

Student and Youth Employment Programs . 1400 308 Agreements, Forestry . . . . . . « . . 5044

Study(ies): Forest Units . . . . . .. e s« « « o 5043
Cost and Rat® . . +. + o « o « o « s « « 9192 Unit and Cooperative Agreements,

Enclosures and Exclosures . . . . . . . 6714 Forestry . . . ... .. .. .« « . « 5040
GeoloGiC . ¢ ¢ ¢ ¢ ¢ « o o o o = =« « 3092 Swamplands Grants . . . . . . . . e e« s « o« 2625
International . . . . . . . ... ... 1778

Special Minerals . . .. ... ... . 309 -T-

Wilderness . . . . . « ¢ ¢« « o« « » « «» 8520

Stumpage Values, Appraisal . . ... ... 935 Tar Sand Areas, Competitive Leasing . . . . 3141

Subject Codes . . . . . e o s s e s e« 1220 Technical:

Sublease, Coal, Transfers by e s o s = o s 3453 ASSISEANCE . . . . . 4 s s . e ... 1T

Subsidiary Reports e e e s e e s e e 1313 Procedures Reviews . . . . . . . . <. 1244

Sutphur: Procedures Review, Fire Management . $210-1
Competitive Leaging . . « + « + « = « » 3545 Publications System . . . . . . . . . . 1557
Exploration License . . . . . . . . . . 354 Services . . . . . . .+ e s s .. . .. 9000
Lease Renewals . . . . . ¢« « « o . . . 3547 Services, Law Enforcement . . . . . . . 9269
Lease Terms and Conditions . . . . . . 3541 Specifications . . . « . ¢« . . . . . . 9193
Leasing . « « « ¢ « « s o s s s s = -« 3540 Techniques:

Noncompetitive Leasing, Fringe Acreage of Economic Analysis . .. .. .. .. 9530

Leases and Lease Modifications . . . 3546 Soil, Water and Air . . . . . . . . .. 7400
Preference Right Lease . . . . . . . . 3543 Telecommunications . . « « « « « « « « . 1290
Prospecting Permits . . « « « « . « 3542 Telephone Communications Management . . . . 1293

Supervisory Development . . . . . . . . 1400 -412 Temporary:

Supplemental Program Guidance . . . . . . . 1620 and Term Appointment Outside the Register,
for Energy and Mineral Resources . . . 1624 Recruitment and Selection for . . 1400-333
for Environmental Factors . . . . . . . 1621 Assignment Under Intergovermmental
for Land Resources . . . . ... ... 163 Personnel Act . . . . . . . . . . 1400-334
for Renewable Resources . . . . . . . . 1622 Employees, Payroll . .. ... .. .. 1347
for Support Services . . . . « o« 1625 Employment . . . ... .. . . 1400-316

Supplemental Water Facilities, Habutat Use Permits, Terms and Condlnons . . . 2881
Management . . . « ¢ 2 2 s « .+ . . .. 6718 Termination(s):

Supply: Alaska Oil and Gas . . . . . . . . . 3136
/Demand Analysis and Projections . . . 9570 and Expirations, Geothermal . . . . . . 3244
Management, Fire Equipment and . . . . 9216 Coal & v o v & 4 o o ¢ s e o o s s o . 3452

Support Services, Supplemental Program of Contract, Forest Products . . . . . 5484
GUIdanc® . . ¢ v 4 ¢ c o s s s s o - - 1625 Qiland Gas . . . « = « « ¢ ¢ « » o o . 3108

Surface Management: Solid Minerals . . . . « « ¢« ¢ ¢« « « . 3509
and Protection, Coal . . .. .. .. . 3465 Terms and Conditions of Right-of-Way
Exploration « « « « ¢ & « « =+ o o« o » » 3041 Grants and Temporary Use Permits . . . 2881
Mining Claims . . . . ... ... ... 3809 Terrestrial/Upland Habitat . . . . . . . . 6710
Requirements; Special Requirements, TESLIMONY . o « o o o o o o « o « o « = o o 1823

Geothermal . . . . . . .. « .. .. 3204 Disposition, and Records . . . . . . . 1872

Surface Protection Requirements, Theft, Personal Property . . . . « « « .« « 1524
Public Law 359 . . « + v « & « v o « » 3738 Thinning, Reforestation, Precommercial . . 5741

Surface Resource Facilities . . . . . . . . 9170 Threatened and Endangered Species:

sSurvey(s): Plamning and Management . . . . . . . . 6843
and Data Collection . . . . . . . . . . 9550 Data SysteM . . . . . « =« « « « = « » 6604
and Plats, Mineral . ... ... ... 3861 Timber:

Equipment Systems . . . . . - . « . . . 9673 Contract Payment Modification . . . . . 5475
Evidence Maintenance . . . . . . . . . 9672 Cruising . & & & o & & @ @ o @ s o o 5310
BLM Manual Rel. 1-1645
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Timber: (cont.)
Depletion and Statistics .
FreeUse of . . . . . . . .
Management, Law Enforcement
Measurement . . . . « « +
Product Sate Plan, Annual . .
Production Capacity classtﬁcatwn
Products (See also Forest Products)
Sale Information System . . . . . « «

Time, Attendance, and Leave Reporting . .

Title:

Conveyances, Other

Evidence, Clearance, and Opinion, Lands

Tort Claims . . . « ¢ ¢ ¢ ¢ ¢ « « s « &
TownNSites . . « ¢ o « ¢ ¢ o o o
Native . . . . . .. ¢«
Non-Native . . . . . . .
Trade and Manufacturing Sites
Trail(s)
Management Areas
Training . . . . . .
ADP v v ¢ ¢« & o ©
and Consultation
Aviation
Fire
Tramroads:
and Logging Roads . . . . .

-
-
-
-
.
-
-
-
e 2 s o -
-

LT T R S Y

e a s s a2 e

a s s o s 8 a2

" 8 4 s & & & s 2 s »
e & & 8 & ¢ & o v s &
e & 5 = s & & 3 & a o
e ¢ ¢ 8 s 8 ¢ 2 & & 3@

0 & C and Coos Bay Revested Lands .
Transfers:
by Assignment, Sublease, or Otherwise,
Coal ... ... « t e e e
Extensions and Consolldatlons, Alaska
0il and Gas . . .« e .
Geothermal

Interagency . . .
Oil Shale . . . . .
Refunds, and Returns
Trangition to Resource Management Plans
Transitional and Veterans Readjustment
Appointments
Transmissions Lines and Power Sites . . .
Transportation:
Act of 1940, Patents for Lands Sold
by Railroad Carriers
Appurtenance, Incidental . .
Facilities . . . .. .« .« . .
of Freight (Bills of Lading)
Planning
Travel . . @ v ¢ o 4@ ot o o o o o
and Transportation for Pre-Employment
Interviews and Recruitment . .
International . . . .« « « « « « &
Treasure Trove/Abandoned Property . .
Treasury Department, Relationship to
Treatment:
Land
Wastewater
Tree:
Seed, Reforestation . . .
Seedlings, Reforestation
Trespass
Abatement, Realty . . . .
Agriculture . . . . . . .
Alaska Reindeer Grazing . . . . - « .

-
. .
- .
- .
-

BLM Manual
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3453

3135
3241
1334
3933
1374
1618

00-307
2850

2631
9119
9110
1545
9110-1
9131
1382

00-571
1774
8180
1302

9175
9182

5712
5713
9230
9232
9234
4340

FIr€ . v v ¢ o o o o ¢ s 2 s o s o « » 9238

Forest Product . . « « « « « = « = « » 9231

Kinds of . « v « « o o o o o s o « « = 9239

Litigation and Injunction . . . . . . . 9236

Mineral . . . . ... ... e e e s . 9235
Tribes, Cooperative Agreements ulth

Stntesand..............3192
Trinity Unit of The Whiskeytown-Shasta-

Trinity National Recreation Area . . . 3583
Tunnel Sites . . . « & « « « = « « o « « . 3843
- U -

Unacceptable Performance . . . . . . . 1400-432
Unauthorized:

Grazing Use . . . « « . « « ¢« = « & o « 4150

Use, Mineral Materials . . .. .. .. 3603
Uncompleted Contract, Settlement of,

Forest Products . . . . « « « o« =« =« & & 5480
Under The Act (Public Law 585) Procedures 3742
Underground:

Injection Controt . . . « « « « « . . . 9187

Storage of Natural Gas . . . . . . . 3160-11
Underpayment of Charges:

Asphalt in Oklahoma . . . « « « « « « & 3579

Solid Minerals . . . . . . .« ... . . 3599
Unemployment:

BenefitS . o« o ¢ « ¢« ¢« o o s« o 1400-850

Compensation Procedures . . . . . . . . 1348
UNifOrMB o o « « « « « o o« « o « « = = » « 1103
Unit:

Accomplishment Reporting . . . . . . . 1682

Agreements, Geothermal . . . . . 3201, 3280

Operator, Qualifications of Unitization 3182
Unitization:

Appeals « o ¢« ¢ v . e v s e e e ... 3185

Exploratory . . « « « « « ¢ o ¢ « & o 3180

Filing and Approval of Documents . . . 3183

Model Forms . . . . . « o o o ¢« « « o 3186

Qualifications of Unit Operator . . . . 3182
Unsolicited Proposals . « . .« « « « « « + & 1514
Unsuitability for Mining, Federal Lands

Review, Coal . . .. . . . . .. 3461
Updatable Mining Claim Microfilm System . 1276-2
Upland:

Habitat « v « « = = o o o s » o » « = « 6710

Visual Resource Inventory and Evaluation 8411

Upward Mobility Program . . . . . . . . 1400-380
Use:
and Entry of Land and Resources . . . . 1814
Authorizations, Recreation . . . . .. 8370
Easements, Permits, and Leases . . . . 2920
Lease . o ¢« v v o o s o o x o » .. . . 2920
Leases, Permits, and Easements . . . . 2920
of Biological Control Agents of Pests
onPubliclands . . . . . . . . . .. 9014
Permits, Developed Sites . . . . . . . 8371
Permits, Phosphate . . . . . . . . . . 3517
Permits, Sodium . « « « ¢ « & o ¢« o . . 3527
Public Law 359 . . . ¢ . ¢ ¢ & ¢ o - 3737
Leases and Permits . . . . . ¢ « & . . 2900
uUtitization:
Cave RESOUICE . . . « « « « « « « « o » 8384
Employee . . . . . . « « a . . . o 1400-400
of Cultural Resources . . . . . . . . . 8150
Rel. 1645
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of Geothermal Resources . . . . . . . . 3250
of Natural History Resources . .. . . 8250
Real Property . . . « « « « « « « =+ « 1532
Real Property « « « « « s« » = « « « « « 1532
- v -
Validity Examination(s):
Mineral Investigations . .. .. .. . 3891
Public Law 167 . « « ¢ = ¢ o« s « = « o 3951
Vegetation Management, Habitat Management . 6711
Vehicle Operations, Off-Road Vehicles . . . 8343
Vendor PErmits . « « « o « + o o o« = « » - 8390
Ventilating Systems . . . . . « « + » « « . 9153
Veteran(s):
Land Resources . . . . ¢ ¢« ¢« ¢« o« = & 2096
Preference . . . . « « ¢ ¢« ¢ « & @ 1400211
Readjustment Appointments . . . . . 1400-307
Village Selections, Alaska Native . . . . 2651
Violation:
of the Geothermal Regulations or Lease
Terms, Procedure in Case of . . . . . 3265
of the Regulations or Lease Terms,
Procedures . . . « « « « + « « = o » 3265
Visitor(s):
Environmental Education . . . . . . . . 8367
Protection . . « « « o s « o =« s « » «» 8363
Rules of Conduct . . + & o« o « o = » - 8365
Services . . « ¢ « s s s s 2« o« a . . 8360
Use Management, Cave . . . . . . . . . 8385
Visual Resource(s):
Contrast Rating . . « « « o « o = « « » 8431
INVENLOFY « v « « « = « s « s o« s = « = 8410
Inventory, Upland . . . ¢« . . . « « . » 8411
Management . . « « « ¢ + « s « « « « « 8400
Monitoring and Carphance e e s e s . . 8460
Rehabilitation and Enhancement of the . 8450
Vital Records . + ¢ v « =« « « o o s o = = « 1273
Volume MeasurementS . . « « « « =« « » « » o 35422
Voluntary Separations and Reduction in
Rank OF PBY « « « = = « « « o « » - 1400-715
Volunteers . . ¢« v « ¢« o o o o 2 « =« =« « « 1114
- u -
Warehouse Management . . . . « « « « » » - 1523
Waste From Mining or Milling . . .. .. . 359
Wastewater Treatment . . . . « . « « . . » 9182
Water:
Analysis for Fisheries, Wildlife . . . 6616
Analysis for Fisheries, Big Game Studies 6674
and Sewage, Facilities . . ... ... 9152
Catchments, Habitat Management . . . . 6716
Control Structures e s e e e 9N
Control Structures; Gmdelmes for
Design . . . . . . . 9172-1
Control Structures; Guidelines for
Construction Drawings . . . .« . . . 9172-2
Development, Facilities . . . . . ... 97
Developments . . . « = -« « « « « « « 1741-2
Facilities . v « « o ¢ ¢ ¢« 2 o« o = o« s 9115
Facilities, Supplemental, Habitat
Management . . . . . . s -« . o« . 6718
Management, Law Enforcement . . . . . . 9267

BLM Manual
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Orijented Planning . . . . . . . . . . . 1733
QUALILY « v v ¢ & 4 o« v ¢ o o o s s o« o 260
RESOUrCe8 . . . « « « « « = « « » « » « 17200
Rights . . . . . ...« e« « . . 1250
Soil, and Air (See Scnl Uater and AH‘)

Sports Management Areas . . « . . . . . 8356
Well, Conversion to, Oil and Gas . . 3160-4

Watershed:

Activity Plamning . . . -~ . . . . « . . 7220

Condition Analysis . . . . .. ... . 7210

Prescott, Arizona . . . . . . . e« o« . 3824
Weed Management, Integrated . . . .. . . 9015
Wells, Habitat Management . . . . . . . . . 6717
Wetland:

Area Management . . . . +. ¢ ¢ « « « « « 1737

Riparisn . ... ... .. e e s e . . 6611

Riparian Area Protection and Management

(see 1737)

whiskeytown-Shasta-Trinity National

Recreation Area . . . . . « « « « « « « 3568

Shasta and Trinity Units . . . . . . . 3583
white Mountains National Recreation Area,

Alaska . . ¢« « ¢ s ¢« ¢ « s o« 2 o« o . 358
Who May Make Locations, Mining Claims . . . 3832
Wild & Scenic Rivers - Policy and Program

Direction for ldentification, Evaluation,

and Management . . . . . . « . « . . 8351

Wild Free-Roaming Horse and Burro

Management (WH&B) . . . . . . . . . . . 4700

Adoption of . . . « « o « ¢ « « o . . 4&750-2

Afrcraft . . . .« v v c e v e . . .. 4740

Complianc® . . . « « ¢ v v v« « ¢« o« . « A760

Destruction of and Disposal of Remains 4730

Management Considerations Protection . 4710

Motor Vehicles and Aircraft . . . . . . 4740

Preparation . . « « « + « =« o « « « - 4&750-1

Private Maintenance . . . . . . . . . . 4750

Prohibited Acts, Administrative Remedies,

and Penalties . . . ¢« « « « o « .« . . &770
Removal . . v ¢ v o o o« o o ¢ o o o & . 4720
Training Handbook . . « « =« . « « . . 4750-3

Wilderness:

Areas, Management of Designated . . . . 8560

INVENLOTY .« = « o ¢ = « « o s o « « = &« 8510

Management . . . . « « « « « « . « « o 8500

Management Plans . . . . . . . . . . . 8561

Prospecting, Mineral Locations, and

Mineral Patents Within National

FOreSt o o v « = o ¢ « « s » « « » » 3823
Reportmg...............8530
Review, Interim Management Policy and

Guidelines for Land Under . . . . . 8550
Review Program, Exploration and Mining 3802
Studies . ¢ & ¢ o« s o e s e e e s e e 8520
Wildlife Recreationand . . . . . . . . 6517

Wildlife:

and Fisheries Management . . . . . .. 6500

Cooperative Relations . . . . .. ... 6520

Cooperative Relations, Federal Agencies 6522

Cooperative Relations with Schools,

Colleges, and Universities . . . . . 6526
Coordination, Multiple Use . ... . . 6510
Economic Analysis . . « « « . « . « . . 6507
Engineering . . . = « « « « 2 « « o . . 6511
Estuarine and Coastal Surveys . . . . . 6614

Rel. 1-1645
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Wildlife: (cont.)
Evaluations . . . . = « ¢« ¢ ¢ o o & &

. 6502

Fish, and Special Status Plant Resources

INVENTOPY « ¢ « ¢ o ¢« ¢ o o « o = &
FOresStry . . « ¢ « o o o « = »
Information System, Other . . .
Introductions and Transplants .
INVentory « « « « « ¢« ¢ o a o »
Inventory and Monitoring Informa

Systemg8 . . « . « ¢ o = o &
Lakes and Reservoirs . . .
Landg . . . & 2 4 & o o o @
Management . . . . . . . .
Management, Law Enforcement
Marine Surveys . . . . . .
Minerals . . . . « . ¢« « &
Observation Report Data System
Passes . . . ¢« v o« ¢ ¢ o o o s
Population Management . . . . .
Population Management . . . . .
Population Management, Goals and

Objectives . . « ¢ v ¢ o « o «
Population Responsibilities . . .
Productivity/Modeling Data System
Programs, Sikes Act . . .
Protection . . . . . .
Range Management . . .
Recreation/Wilderness .

Refuge Exchanges . . «
Regulations and Harvest .
Reports « « « « o o « « .
Research . . .. . .. .
Soil, Water, and Air . . . .
State Agencies, Cooperative Relations
SLreams . « « ¢ o « o ¢ o« o o o o
Water Analysis for Fisheries . . .
Winter Sports Management Areas . . . .
Wisconsin, Erroneously Meandered Lands
Withdrawal(s) . . + « « =« ¢« ¢« ¢ = « o« &
Federal Energy Regulatory Commission
Federal Power Commission Procedures .
General Procedure . . + . « . ¢« « & .
Mineral Locations in Stock Driveway
Mineral Locations in Reclamation .
Other Than for Powersite Purposes .
Public Law 359, Mining in Powersite
Restorations and Revocations . . .
RevieWw . . « « & « o « »
Women-Owned Business . . . .
Word Processing . . . . « . .
Work Schedule, Alternative .
Working Capital Fund . . . .

ion

s e 8 0 s e 0
* 8 &2 8 ¥ & o & s 8 s PFEs 8 8

L

» & & o 8 a2 e &

.
.
.
-
.

-y -

Young Adult Conservation Corps Program .
Youth:
and Student Employment Programs . .
Conservation Corps Program . . . . .

BLM Manual
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. 6600
. 6512
. 6609
. 1745
. 6610

6601
6612
6513
6000
9266
6615
6514
6605
6713
6800
6800

6805
6801
6606
6525
6515
6516
6517
2250
6810
6501
6524
6518
6521
6613
6616
8355
2545
2300
2320
2345
2310
3815
3816
3732
3730
2370
2355
1510
1544
1400-620
. 1315

. 1722

1400-308
. 1721
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1220 - RECORDS AND INFORMATION MANAGEMENT

Checklist fo view o dkee Practices

SPONSIB OR. 70-1272). Does an interview with

designated records manager and the records administrator, indicate that:

Yes No

BLM MANUAL

The Office Head has approved in writing, those personnel who
have demonstrated "need to know"” and has given official
permission to access proprietary and confidential data.
(Obtain copy.)

Notes:

The records manager provides periodic records orientation for
local personnel. Date of last session

Notes:

Orientation of new employees includes an explanation of the
Bureau Records Management System, local records policies and
procedures, and provides a copy of the disposition schedule.

Notes:

The records manager has received formal training in the BLM
Records Management Training. Date/Location of last session

Notes:

The records manager has received formal training in
Transferring Records to a Federal Records Center.

Notes:

All requisitions for filing equipment and supplies are
forwarded to the records manager for‘review and approval.

Notes:

Rel. 1-1645
12/21/94



Appendix 5, Page 2

Yes

10.

BLM MANUAL

Notes:

1220 - RECORDS AND INFORMATION MANAGEMENT

No

All requisitions for library materials are reviewed to
eliminate unnecessary duplication. (BLM Manual 1279)

Notes:

The records manager has convenient use of a computer terminal
to access the Automated DDB, LRS, and other automated records
information. Terminal location .

Notes:

The records manager maintains the local records inventory,
(i.e., the state records manager should maintain the statewide
inventory and the district records manager should maintain
the districtwide inventory.)

Notes:

All locally issued MOU's are numbered and logs are maintained
in accordance to BLM Manual 1786.

Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

B. CENTRAL RECORDS UNIT (if maintained). Does a review of the area and

interview with the records manager and other filing personnel indicate that:

les

BLM MANUAL

No

Do filed documents contain appropriate date and signéture
stamps?

Notes:

Documents without appropriate date and signature stamps are
returned to originator. (Obtain copy of local form, in any,
used for return.)

Notes:

Authors are responsible for assigning the proper subject and
cagse file codes.

Notes:

The BLM Manual 1220, Records and Information Management, is
readily available for use by the file clerk(s) and anyone
utilizing the Central Records Unit.

Notes:

Subject files (general correspondence) are generally free of
case-related documents. (Review several folders in the 1200,
1500, 2000, 3000, etc., series.)

Notes:

Subject files are free of duplicates, publications, manual
releases, and handbooks.

Notes:

Rel. 1-1645
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10.

11.

12.

13.

BLM MANUAL

1220 -~ RECORDS AND INFORMATION MANAGEMENT

No

Subject files are free of unnecessary envelopes, routing slips,
"information only" documents (newsletters, staff meeting notes
from other offices), and other extraneous materials.

Notes:

Individual subject files are established only for major subject
codes and minor codes that accumulate 10 or more documents each
Fiscal Year.

Notes:

The thickness of individual subject files does not exceed one
inch.

Notes:

Appropriate Official File Covers (Form 1271-1) are used for
subject files. Color of current Fiscal Year covers

Notes:

Pink file covers are used only for documents having indefinite
digposition dates, ie., permanent or perpetual maintenance.

Notes:

File cover codes, titles, dates, disposition afe complete and
accurate.

Notes:

File guides and folders are adequately labeled to facilitate
quick file access and reference.

Notes:

Rel. 1-1645
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1220 - RECORDS AND INFORMATION MANAGEMENT

Yes No

14. Filing equipment in Central Files is correctly and adequately
labeled.
Notes:

1s. Charge cards are being used to record removal of files from
Central Files.
Notes:

16. A supply of charge cards is readily available to users.
Notes:

17. A historical file for locally issued agreements, e.g.,
Memoranda of Understanding, is maintained.
Notes:

18. Reader files are free of Privacy Act or Sensitive documents.
Notes:

19. Reader files are destroyed when 1 year old. Date of oldest
reader file maintained .
Notes:

20. ____  ____ Unnecessary duplicate reader files have been eliminated.
Number of reader copies routinely prepared and for whom
Notes:

BLM MANUAL Rel. 1-1645
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C. DIRECTIVES.

1220 - RECORDS AND INFORMATION MANAGEMENT

Does a review of directives and an interview with the records

manager and/or file clerk indicate that:

Yes

No

BLM MANUAL

All Employee Bulletins are not being used. (Rel. 1-1573,
Transmittal Sheet for BLM Manual 1221)

Notes:

Instruction Memorandums should only be used to provide policy,
procedural regulation, interpret existing regulation . . .
(1221.14a)

Notes:

Local directives are formatted, numbered and distributed in
accordance with BLM Manual Section 1221 and Handbook 1221-1.

Notes:

A historical file is maintained of all original locally issued
directives (IM's, IB's, Manual Supplement Releases), along with
a copy of all attachments. (Review several folders to ensure
that files are not missing numbered directives, are in
numerical order, have appropriate attachments, etc.).

Notes:

If temporary directives are generated locally, a Directives
Digest Bulletin is being prepared.
Date of latest local DDB .

Notes:

Local records management manual supplements are up-to-date.
Request samples of various sections within Records Management
(1221, 1223, 1271, 1272, 1542, etc.).

Notes:

Rel. 1-1645
12/21/94
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1220 - RECORDS AND INFORMATION MANAGEMENT

Local Manual Releases are reviewed by the records manager for
format and content. (Form 1221-13)

Notes:

Rel. 1-1645
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1220 ~ RECORDS AND INFORMATION MANAGEMENT

D. CENTRAL LIBRARY (1279), if maintained. Does a review of the Library and

an interview with the designated Librarian indicate that:

Yes No

1. All library materials are stamped to indicate ownership (e.g.,
"Property of USDI-BLM, Arizona State Office").

Notes:

2. Manuals (BLM, DOI, FPM, FPMR, etc.) are complete and up-to-
date.

Notes:

3. A charge-out system is in effect.
Notes:

4. Unneeded references are tranaferred to the librarian at the
next higher organizational level or the Departmental Library.
Notes:

5. Directives Digest Bulletins (WO/SC/SO, etc.) are current and
filed with or near the directives. Latest DDB date
Notes:

6. Binder copies of Washington Office Instruction Memorandums and
Information Bulletins are destroyed when microfiche set is
received, or on