
  
 
 

 
 

   

  
 

  

  
  

 
  

 
  

  
 

  
   

 

  
  

 
   

 
  

  
 

 
     

 
   

     
  

im-or-2004-066-Establishment of Policy Concerning Conversion of Paper-Based Forms to Digital Format 

United State Department Interior 
BUREAU OF LAND MANAGEMENT
 

Oregon State Office
 
P.O. Box 2965
 

Portland, Oregon 97208
 
In Reply Refer to: 
1223 (OR-958.2) P 

April 21, 2004 

EMS TRANSMISSION 04/22/2004 
Instruction Memorandum No. OR-2004-066 
Expires: 9/30/2005 

To:	 All District Managers 
Attn: Records Managers 

From:	 State Director, Oregon/Washington 

Subject:	 Establishment of Policy Concerning Conversion of Paper-Based Forms to Digital DD: 09/30/2004 
Format 

Program Area: Forms Management. 

Purpose: This Instruction Memorandum (IM) is a follow-up to conference calls with the district Records Managers 
regarding forms automation per IM-2003-199 dated June 27, 2003. 

Policy/Action: The Bureau of Land Management (BLM) is preparing to automate all paper forms into one system 
called "Forms Central" which will host all BLM forms regardless of which state created them. The plan is to move all 
State and local specific forms to "Forms Central" by the end of Fiscal Year (FY) 2004. 

To facilitate this process, each district office is to be sure forms created in their respective offices are maintained in an 
editable electronic format, such as Microsoft Word, for ease in making any edits. From that format, the forms are to 
be generated into Adobe Portable Document Format (pdf). No time is to be expended on making any of them into 
what has been referred to as "fillable." 

Timeframe: All forms must be in pdf format by September 30, 2004. 

Budget Impact: Costs are expected to be significantly reduced, once completed, by avoiding cost of printing, re
keying data, elimination of space costs related to forms inventory and storage, and efficiencies in downstream 
processing. The Bureau expects to save $50,000 in avoided annual printing costs. 

Background: The National Business Center is planning on completing a three-phase project this fiscal year to 
inventory and generate all existing forms into Adobe pdf, thus making the forms available to employees and the 
general public in an electronic library. Phase One is to generate the forms into pdf and the establishment of "Forms 
Central." Phase Two is the data base-driven forms solution for Bureauwide forms. Phase Three is currently being 
discussed which may include plans for a centralized Department of the Interior website. While specifics concerning 
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timing, technical details, and the extent of centralization (i.e., Internet versus Intranet) are not yet known, it behooves 
BLM to begin planning for this effort. As we understand the current discussion, this may happen in late FY 2004 or 
later. Therefore, language has been included in IM-2004-199, as well as the FY 2004 Annual Work Plan Directives, 
that directs states to transition the storage and management of their specific, non-Bureauwide forms to the “Forms 
Central” server by the end of FY 2004. 

Manual/Handbook Sections Affected: All Oregon Manual/Handbook supplements that prescribe use of specific 
forms. 

Coordination: Karen Wrenn, Bureau Forms Manager and Mary O'Leary, State Forms Manager. 

Contact: If you have any questions, please contact Sherrie Reid, Chief, Realty Records Section, at 503-808-6655. 

Districts with Unions are reminded to notify their unions of this Instruction Memorandum and satisfy any bargaining 
obligations before implementation. Your servicing Human Resources Office or Labor Relations Specialist can provide 
you assistance in this matter. 

Signed by 
Judy Ellen Nelson 
Acting Associate State Director 

Authenticated by 
Mary O'Leary 
Management Assistant 

Distribution 
OR-955 
Karen Wrenn, BC-560b 
WO-560 (750LS) 
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