
EXCHANGES


Land Exchange Case Files / Serial Register Page (SRP)

Session Summary

	BLM
	USFS

	The Rules

	- Land Exchange Handbook, H-2200-1, Chapter 5 

- BLM Manual 1270 – Records Disposition (Rel. 1-1787)

- BLM Manual 1274 – Serialized Case File System (Rel. 1-1339)

- Lands and Realty Program Data Standards, updated August 28, 2014
- IM 2010-121 Review of Land Exchange Proposals and Records Management
	- FSH 5409.13, 30 - Land Exchange

- FSH 6209.11, 20 - Records Maintenance



	The Case File

	- File information in the case file in chronological order.

- Check for file folder type in your office and state.
	- Use Six-way letter-size folders.

- Can also use expandable wallet folders.

	- Prepare separate case files for the Federal lands and the non-Federal lands utilizing the same serial number and the suffix FD for the Federal and PT for the non-Federal.

- The FD file has all documentation where the PT file contains documents specific to the private lands.
	The Title Docket File:

- Prepare a Preliminary Title Docket file after obtaining all case approvals

(see USFS Exhibit – Title Docket)

	The Contents / Documentation in the Case File – Mandatory

	The case file is the official record of the BLM and the USFS and documents all official activities pertaining to the land exchange.  The case file includes legal requirements, tracks the progress of the case and is public information.  

Proper documentation of a case file and subsequent records maintenance are vital to the way the BLM and the USFS performs its lands and realty functions.

	Must contain original documents whenever possible

	Must be kept up-to-date

	Documentation and handwritten notes must be clear, concise and complete

	Documents must be visibly marked draft and/or final

	Separate any and all sensitive (privacy act) information within the case file and clearly note.

	Contain NO extraneous notes/comments

	BLM
	USFS

	The Serial Register Page

	- Include a current, accurate, and complete Serial Register Page (SRP)

- Continuously update the Serial Register Page (SRP) to ensure it is current, accurate, and complete
	- The BLM is responsible for inputting the initial data into the SRP for the USFS actions upon receipt of the request for segregation

- The BLM will input all the case action data upon receipt of the final title opinion package from the USFS

	- A separate SRP is prepared for the Federal lands (using the suffix “FD”) and the non-Federal lands (using the suffix “PT”)

	Input ALL land actions into the FD SRP.

	Input ALL lands descriptions into the main FD and the PT on the SRP.

· As lands are conveyed and/or dropped from the initial exchange proposal, the legal descriptions are “700’d” out

It is critical that legal descriptions are NOT deleted from a case if they have ever been included on any document in the case file, whether that be the application, request letter, relinquishment, etc.  The MTP reflects the current status of a case, whereas the HI indicates the different “stages” of a case.  Case Recordation should reflect both the past and present information.  For instance, a land exchange proposal includes three parcels in a MTRS.  One of the parcels is dropped from the proposal to equalize values, but the other two parcels remain in the exchange proposal.  The parcel dropped from the proposal would be referenced in the NEPA document and in other documents in the case file.  Therefore, the dropped parcel should be “700’d” out of the legal description and not deleted.

	Reference suffixed case files back to each other in the Remarks section or using AC 501 Reference Number.

	The SRP is used by the BLM WO, Resource Groups, in-house etc., to track progress of actions.

	Case Files that may be submitted to the Interior Board of Land Appeals (IBLA)
	Files that may be submitted to the Appeal Deciding Officer 
/

	- Two copies of the original, official case file.

- A Table of Contents documenting the location of every document in the case file.

- Keep an electronic version of documents, where possible.
	Only prepare a decision documentation transmittal (e.g., memorandum) and forward to the Appeal Deciding Officer.


� The Appeal Deciding Officer is the Secretary of Agriculture (USDA) or Forest Service designee having the delegated authority and responsibility to render a decision on an appeal filed under 36 CFR 215.





