Organization of a Project File for an EA Level NEPA Analysis

For each subheading, include the following in the appropriate subject area: documents, references, emails, notes, reviews, GIS, data standards and methodology etc.  For those items that pertain to more than one topic, either include in both or include in general heading.

Draft Versions – Only include if they are circulated for comment and include significant and substantive comments pertaining to the decision process.

Note: This organization and list of documents to include may not be directly related to any administrative record needed for the project.  It may differ depending on the lawsuit topic and some documents included here will not be necessary.

Project Initiation
Documents/Communications/References Pertaining to:
	Administrative files associated with processing external requests 
		Applications
		Plans of Development/Operations
	Agreements with applicants/contractors (MOUs, Cost Recovery)
	Internal Proposals
		
External Scoping/Public Notice and Involvement
Public Information Documents, Letter, Notices, County Fairs
Mailing Lists
News Reports and Clippings/Website/Media Lists
General Correspondence 
Meetings/Workshops
Scoping Letters/Issue Identification
Public Comments Prior to Drafting the Environmental Assessment
	Comments Received
	BLM Responses
Scoping Report (if any)

Internal Scoping/Organization
Interdisciplinary Team (ID Team) Meeting Agendas and Notes/Presentations
Other ID Team Correspondences
Legal Review and Advice/Laws and Policy
Organization and Staffing
Other-Employee Meeting, Training, Implementation Team, All Employee Bulletins
Status Reports 
Contract Information

EA	
	Draft Versions 
	Draft Version for Public Review (if any)
	Comments on the draft EA and unsigned FONSI (if applicable)
	BLM response and interpretation of comments
	Final Document 
	Briefing Materials
Comments/Reviews
		ID Team Reviews
 SO Comments (if applicable)
		Other Internal Reviews
		External Reviews (i.e. Cooperating Agencies)
Documents/Communications/References Pertaining To:
Background/Introduction/Purpose and Need, Dear Reader Letter
Alternatives
		Alternatives Considered but Eliminated	
		Alternatives Considered in Detail 
		Comments on Draft Alternatives
Affected Environment
General/Introductory
		Methodology
		Air Quality 
Climate and Carbon 
Soils and Geology
Water Quality 
Hydrology
Vegetation
Special Status Species
	Biological Assessments or Opinions
		Wildlife & Fisheries 
			Biological Assessments or Opinions
		Wild Horse and Burros
Cultural Resources 
	Section 106 Consultation
Paleontology
Visual Resources 
Fire and Fuels 		
Wilderness & Wilderness Characteristics
	Wilderness Inventory
Cave and Karst Resources
Forestry
Range resources/Livestock Grazing
Recreation and Visitor Services
Travel & Transportation 
Lands and Reality
Energy and Minerals
	RFD report
		Renewable Energy
Wild & Scenic Rivers
	W&SR Eligibility Report
		Economic and Social
		Ecology
		Areas of Critical Environmental Concern (ACECs)
			ACEC Report
Other
Environmental Consequences
General/Introductory
		Methodology
		Air Quality 
Climate and Carbon 
Soils and Geology
Water Quality 
Hydrology
Vegetation
Special Status Species
		Wildlife & Fisheries 
		Wild Horse and Burros
Cultural Resources 
Paleontology
Visual Resources 
Fire and Fuels 		
Wilderness & Wilderness Characteristics
Cave and Karst Resources
Forestry
Range resources/Livestock Grazing
Recreation and Visitor Services
Travel & Transportation 
Lands and Reality
Energy and Minerals
		Renewable Energy
Wild & Scenic Rivers
		Economic and Social
		Ecology
		Areas of Critical Environmental Concern (ACECs)
Other
Consultation and Coordination
Cooperators
Other Federal Agencies
State Agencies
Local Agencies
Tribes
Organizations 
Threatened & Endangered Species Consultation
Individuals
Freedom of Information Act (FOIA)

Record of Decision
	Final Documents
	Notice of Availability (if applicable)
	Briefing Materials
Comments/Reviews/Drafts
	Correspondence

Supporting Policy & Guidance (added if suit is filed)
	IMs & IBs
	Handbooks
	Manuals
