UNITED STATES DEPARTMENT OF THE INTERIOR

BUREAU OF LAND MANAGEMENT

WASHINGTON, D.C.  20240

March 18, 2003

In Reply Refer To:

1620 (210) P

EMS TRANSMISSION 03/19/2003

Information Bulletin No. 2003-074

To:

ADs and AFOs

From:

Assistant Director, Renewable Resources and Planning

Subject:
Sample Filing Plan for Land Use Planning Records

In response to questions from several states and field offices regarding what to place in the administrative record for land use plans, attached is a sample filing plan for land use planning administrative records. A filing plan should be in place for all planning efforts before the plan is initiated.  BLM has an obligation to maintain a record of materials to support its decisions and to make certain records available to the public in accordance with the Freedom of Information Act (FOIA).  BLM is often asked to provide records as part of court proceedings or in response to protest and FOIA requests.  In addition, an organized and consistent approach to maintaining our records may reduce the creation of duplicative materials and minimize time locating information needed to prepare the plan or respond to requests for information.  By providing a filing structure that matches the workflow of the planning process, the file plan will help to ensure that required documents are created and easy to find when a Court requests an administrative record.

When implementing a file plan, coordinate with your local records manager or administrator.  A list of State level managers and administrators can be found at the web page “Bureau, Centers, Washington Office and State Office Data, Records, Security Management, and FOIA & Privacy Act Personnel” (http://web.blm.gov/internal/wo-500/records/contacts.htm).
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For further information, contact Scott Florence (202) 452-5151 or Eli Ilano 
(202) 452-0364.

Signed by:





Authenticated by:

Aaron G. Horton




Barbara J. Brown

Acting Assistant Director
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1 Attachment

     1- Sample Planning Record File Plan  (2 pp)

Sample Planning Record File Plan TC \l1 "
For Draft Environmental Impact Statements (DEIS), Final EISs (FEIS), and Records of Decision (ROD)
1. 
General Information

a. 
Federal Register Notices

b. 
Issues, Concerns, Opportunities

c. 
Planning Criteria

d. 
ID Team (IDT) Membership

e. 
Project Schedules

f. 
Preparation Plan

2. 
Public Information and Involvement

a. 
Public Involvement Plans

b. 
Public Information Documents, Letters, Notices

c. 
Mailing Lists

d. 
News Reports and Clippings

e. 
General Correspondence

f. 
Meetings / Workshops

g. 
Public Comments - Scoping

h. 
Public Comments - prior to DEIS

i. 
Public Comments - DEIS

j. 
Protests and FEIS Comment Letters Received

k. 
Protest Responses

l. 
Governor’s Consistency Review Comments/Response (if any)

3. 
External Communications

a. 
Other Federal Agencies

b. 
Cooperating Agencies

c. 
Tribes

d. 
State Agencies

e. 
Local Agencies

f. 
Elected Officials

g. 
Organizations

h. 
Individuals

i. 
Freedom of Information Act (FOIA) Requests and Responses (FOIA officer is responsible for maintaining these files)   

4. 
Internal Communications

a. 
Project Management Correspondence

b. 
IDT - Correspondence

c. 
IDT Meeting Agendas and Notes

d. 
FOIA Exempt Documents

e.          Quality Assurance Determination
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5. 
Materials (background/supporting) used to develop planning documents (DEIS, FEIS, ROD)

a. 
Introduction

b. 
Alternatives

c. 
Affected Environment

d. 
Environmental Consequences

e. 
Appendices

6. 
Data used in support of planning decisions

a.
Planning Data

b. 
Data Standards

c. 
Metadata

7. 
References

8. 
Planning Documents

a. 
Scoping Report

b. 
AMS

c. 
DEIS

d. 
FEIS

e. 
ROD/Approved RMP
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