
STATE OF ALASKA Schedule Nurnber: 26002 
AgencyID#: 264 

RECORDS RETENTION SCHEDULE 

KEY 
DEPARTMENT OF ADMINISTRATION 

A • AfterAudit GARR r General Admin. Records Retention Schedule 

ALASKA OIL AND GAS CONSERVATION COMMISSION C • untilMicrofilmed P • Permanent 

CFY • Current Fiscal Year Numer<lls • Years inAddi\ion to Current Year 
CY • Current Year TO • Term of Office 

DVDICD • DVDor CDROfv1 Containing Dig'ltal M • f.fter Microfilming 
Data or Digital Image Files X , Vilal Record 

gTS • Enterprise Technology Services 

Unless otherwise noted all recordsare retained on Calarder Bi.YearlY basis. 

f\1I records tnathave puentlal permanert legaland historicalvaluemaybe revewed bythe Stal! Arcnivst for possibleretenton in the AlaskaState 
Archivesin accodance Vlith AS 40.21,030. Accessioned recordsmaybe rt:apprClised for permanent value el,l:!ry fouryears II at the archivist's discretion, 
unless otherwise notedall records are non.confidentiaL The Missionof the AlaskaOil and Gas Conservation Commissionis to protectthe publicinterestin 
Oil andaasresources and undercrounc sourcesof drinkinQ water. . . . 

SI<lIUlory Autnority; AS 31,05 (Alaska Oil 8. Gas Conservation Act) & 20 Me 25 (AlaskaOil & GasConservation Cqmmission), 
This records schedule suoersedes number026001, . . .. 

Tile Commission functions as theregulatory agencyoverseeing the underground operation of theAlaskaoil industryon piivCite and public IClnds andwaters. Its 
responsibililiesincluderegulating drillingandproduction qf oil and gas to ensure that physical wastedoesnot occur.protecting correlative rightsof mineral 
interestowners. ensuring maxlmurn Lillim,ate recoveryand, rm'lnaging the Class II Un>lerground Injection Control programfor oil andgas wells in Alaska, 

NOTE: Per4 MC 59 it is the responsibility of departments to ensurethat recordscreatedand m~intClined in electronicsvstemsremainaccessible for their full 
retention period, This requireslakinginto accountthe issuesof refreshing, migrCltiqn, securityduplicates; and, ana1og1cjigilal crosswalks in planning, 
implemeriting, andadministering theelectronic system. Back-upsproduceo for systemrecoverypurposes do not serve a recordkeeping functionanddo not 
substitute for security copies of records. 

Pursuant to the rovision ..... 
I)ivision Director 

Daniel T Seamoun, Jr 

Date 

12/31/2009 
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o 
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5T A TE OF ALASKA 

RECORDS RETENTION SCHEDULE 

DEPARTMENT OF ADMINISTRATION 

ALASKA OIL AND GAS CONSERVATION COMMISSION 

Unlt;~:; othervlise noted all records are retained on Calander Bi.Yearly basis. 

A • After Audit 

C • until Microfilmed 

CFY • Current Fiscal Year 
CY • Current Year 

KEY 

DVDICD • DVD or CD ROflll Containing Dig'ltal 
Data or Digital Image Files 

gTS • Enterprise Technology Services 

"II Iclc(jrds Ihat have pctential permanert legal and historical value may be reviElwed by the Stae Archillist for possible retentbn in the Alaska State 
Archives in acc()'d~nce Vlilh AS 40.21,030. Accessioned records may be rtlsppraised for permanent value e\l;!ry (ouryears II at the archivist's discretion. 
Unless otherwise noted all records are non.confidential. The Mission of the Alaska Oil and Gas Const;lrva.tion Commission is to protect the public interest in 
011 and gas resources and underQround sources of drinking water. . . . 

SI<llulory Authority: AS 31.05 (Alaska Oil a Gas Conservation Act) & 20 AAe 25 (Alaska Oil & Gas Conservation C()mmjssion). 
This records schedule sUPEirsedes number 026001, . . ." 

The Commission functions as the regulatory agency overseeing the unqerground operation of the Alaska oil industry on privCite and public IClnd!; and waters. Its. 
responsibilities include regulating drilling and production ()( oil and gas to ensure that physical waste does not occur. protecting correlative rights of mineral 
interest owners. ensuring maximum uilim,atEi recovery and riHmaging the Class II Un>lerground Injection Control program for oil and gas welfs in Alaska, 

NOTE: Per 4 Me 59 it is the responsibility of departments to ensure that record~ created and rna.inta.ined in electronic systems remain accessible for their full 
retenlipn period. This requires taking into account the issues of refrt;lshing. migrati()n. security duplicates; and. analog/digital cr()sswalks in planning, 
implemeriting. and administering the electronic system. Back-ups produceo for system recovEiry pUt!:iosEiSdo not serve a recordkeeping function and do not 
substitute for security copies of records, 

Pursuant to the rovision ..... 

StateAf:; ~~ 
DiVision Director 

Daniel T Seamourt. Jr. 

Date 

12/3112009 
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RECORDS RETENTIQN SCHEDULE CONTINUATION SCHEDULE NUMBER 26002 

AgencylD	 264 

Retention Di~pesitloh 

Offico Offsito ETS Staic Remarks 

C · · ·
· · · P
P DVD · ·

P - - · X 
P · P · X 
P DVD P · · 

C · · · ·
· · - p X
P · · · ·
P - P - X 
P DVD P - X

P · · · X 
P · P · X

"

P' P' · X 

· · · -
P · · · 
P DVD P X

Storage 
Destroyl Vital 

Archives Archives Record 

(Arranged chronologicaly) Consists of signed consevationorders,adrnlnlsjratlve approvals, 
M , lettersto operators. i~pec;lions,outgdng lettersandmemos~ 

Hardcopy destrojed aftermicrofilm is certifieci "true andcorrect."X· 
· · 

(Arrangedcllroflologically) Conservation orders casefiles arescanned into the Commssicn's 
document imagingsystemas 300 cPi .tifimages, but not microfilmed.· 
The docunent im~ing $ystem is backed up to a dLpIic;ate server in 

· 
· 

Juneau,which is backed up incrementally every bur hours and 
completely onceper weekby ETS. lnvennry andsummary 
information for Ordersis entered into thecommission'sRBDMS 
relational database, whbh r"sides en tre commission's RsDMS 
server, This server is backed Lpto theCommission's file/printserver, 
Which isbackedup fivetimesweekly byETS at theirAnChorage 
cornputirq center. RBDMS databaseis alsobC\cked up to DVDat 
leastonceperweek,andtheDVDis transferred to offsitestorC\ge 
the nextday, The original hardCopyfj~s are retained indefinitely. 

(Arralgeq chronologically) G"s disposition files arescanned into theCommission's document 
imi:lging system as300dp .tlf images. The docunent im~ingI'v1 
systems backed up to aciuplicCli" serverin Juneau (seeItem 2), · 
Hardcopies lire dElstroyed or rec~led aftermiqrofilm is certified 
"trueam correct" and theyhavebeen $canned into the 

· 
· 

Cornmisson's cio(llmentirnaging system,· 

Sllrety ald persooalbondfiles arescanned into the Comnission's 
, documentimagingsystemas 300 cfpi .tlf lrnages.but notmicrofilmed. · 

The docirnent im~ing syslem is backed upto adt.pllcate server 
in Juneau (see ttem 2). Hi:lrdcopy filesare retaineci indefinitely 
in ttie Commission'svautt, 

· 

(Arrangel;l by Permit Numben Well historyfiiesare scanned nto theCommission's document 
imaging system as 300 dp .tif images. The docunent im~in9· · p , systemisbacked up to llduplicate serverin Juneau(seeItem 2). 
Hardcopy files arl;l retaned indefinitely in theCommission's vaut.· · 

· · 
~Well history filosfromselected, pluggod andabandonod development andseN',ce, 
wells arasloredottsite al Alaska Archives, " ' , 

1l~111 

No. 

1	 READINGFILE~ 

Original Hardcopy
 
Master Microfilm
 
Work Microfilm
 

2	 CONSERVATION ORDERS
 
Original Hardcopy
 
Documentlmaging System
 
RBDMSRelationalDatabase
 

3	 GAS DISPOSITION REPORTS
 
Original Hardcopy
 
Masler Microfilm
 
work Microfilm
 
Documenthnagi!lg System
 
RBDMS RelationalDatabase
 

" 

4	 SURETY &PERSONAL BONDFlLES(AlTang~d chronologically) 
OriginaHiardcopy' 
Docllmentlrnagh1gSystem 

5	 WELL HISTORY FILES
 
Original Har(,l<:opy ,
 
Master Mic(llfilm
 
Work Microfilm
 
Document Imaging System
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RECORDS RETENTION SCHEDULE CONTINUATION SCHEDULE NUMBER 26002 

AgencylD 264 

Retention Di~positleh 

1l~111 Office Offsito ETS Staic Dostroy I Vital Remarks 
No. Storage Archives Archives Record 

1 READING FILE!) (Arranged chronologicaly) Consists of signed conservation, orders, adminislrative approv'als, 
Original Hardcopy C · - - M , letterslo qperators; inspections, outgdng letters and memos, 
Master Microfilm . - - P - X Hardcopy destro)ed after microfilm is certifieci "true and correq." 
Work Microfilm P DVD · · · · 

2 CONSERVATION ORDERS (Arranged cl1roflologically) Conservation orders case files are scanned into the Comrrission's 
Original Hardcopy P - - - · X document imaging system as 300 cipi .tifimages, but not microfilmed. 
Documentlmaging System P · P · · X The document im~ing $ystem is baCked up to a dLplicate server in 
RBDMS Relational Database P DVD P · - · JUfl!:iau. which is back!:id up incrementally every bur hours and 

completely once per week by ETS. InvenlDry and summary 
information for Orders is entereci into !he Commission's RBDMS 
relatio~1 database. wheh rl?sides qn the Commission's RsDMS 
seryElf. This server is backed Lp to the Commission's file/print server. 
wh,ich is backed up five times weekly by ETS at !heir Anchora,ge 

, . computirg center. RBDMS database is also bClCKed up to DVD at 
least once per week, and the DVD is transferred to offsite storClge 
the next ci~y. The original hardCopy fi~s are retained indefinitely. 

3 GAS DISPOSITION REPORTS (Arralged chronologically) GCis disposition files are scanneci into the Commission's document 
Original Hardcopy C · · - M · imi:lging system as 300 dp .!if images. The document imcging 
Master Microfilm - · - p · >\ system i; backed up to a duplicate server in Juneau (see Item 2). 
Work Microfilm P · - · · - Hardcopies ~re dElstroyed or rec~led after microfilm is certified 
Document IInagi[1g System P - P ~ · X "true and correct" and !hey have been scanned into the 
RBDMS RclationaiDatabase, P DVD P - · X Commissi;>n's dowment imaging sy.;tem. 

" 

4 SURETY & PERSONAL BOND FlLES (Arranged chronologically) Sllrely ald persQ1al bond files are scanned into the Cqmrrission's 
OriginCiHiardcopy P · · · - X document imaging system as 300 cipi .tifimages, but not microfilmed. 
DocL,lmentirnagh1g System P · P · · X The document imcging sySlem is backed up to a dt..pllcate server 

" 
in Juneau (see ttem 2). Hi:lrcicopy files are retained indefinitely 
in ttie Commission's vautt. 

5 WELL HISTORY FILES (Arrangel;i by Permit NL,lmberj Well history files are scanned hto the Commission's dowment 
Original Har<,lcopy , P' P' · · · X imaging system as 300 dp .tif images. The document irncging 
Master Microfilm . - - p · - systern is backed up 10 Cl duplicate server in Juneau (sEle Item 2). 
Work Microfilm P - · - - · Hardcopy files ar!;l retained indefinitely in the Commission's vaut. 
Document Imaging System P DVD P - · X 

:Woll hi$lory (ilos (rem sOlacl9d, pluggOd and ~bandonod developmenl and sorvlce' 
wells are slored elfsilo at Alaska Archives, 
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RECORDS RETENTION SCHEDULE CONTINUATION 

Wr;:LL LOGPRINTS (Arr<l1ged by Permit Number)
 
Original Hardcopy
 

WELL LOGDIGITALDATA (Arranged by Inde~ Number) 
Original Digital Media 
Commission GeoscienceWcrllstation 

WE.LL $. PRODUCTION DIGiTALDATA(Arranged by API Number) 
RBDI'iIlS RelationalDatabase 

CORE. CHIP & CUTllNGS SAMPLES (ArrCiogoo by Permit) 
Original Samples 
RBDMS RelationalDatabase 

SCHEDULE NUMBER 26002 

Agemcy 10 264 

RelenliOn Disposition 

Office Offsite 
Storago 

ETS 
Archives 

Staie 
Archives 

Oostf"y Vital 
Record 

Remarks 

p' p.... · · · X· 
Printed and reproducible or eleoronic copiesof!.veillogsare required 
fromeachwellbcre by 20AAC 25.071, qcpies from exploratory ard 
stratigraphic wEllbores are heldconfidential for 25 rnonhs per 
AS 31.05.035 andare stcred in theCommsslon'svault. When 
released to thepublicrecord, ne printed and reproducbte copies 
are moved to theCommission's wellhist(ll)' file room. 'lhese prated 
and reproducible copiesare retained indefinitely, 

·Sol.ocled logs wilh no long-term valuo oro dostroyed according 10tho attached 
\is~ after ca~~[ofJinw. '. 

'·'Logs Irorn s"fecloo. plugged and abandonee development and service wells are 
stored oflsite atAlaska Archives. 

C 
P 

. 

. · 
P · 

1,5' 

· 
X 
X 

Digitaldata formost logl> run Clfter 1986hClve teen imported to the 
Oornmlssbn's geoscience workstations. wlich arebacked uP to tape 
onceperweek tothe Corrmlssion's file/print server. Ttis server 
is backed up fl\e timesweekly~ ETS attheir Anchorage computnq 
center. Thisdalaset alsoIncludes downhole directional surveydata 
and electronic copies ofwell logs (seeItem6).CDs cortaininq 
thesedctaare p'0vided llY thecperCiting cornpanes.CDsfrom 
exploralDry andstratigfClphic testwellsare destroyedafter5 ~ars, 

CDsfrom production andservice wellsarede$troyed~fter 1 year, 

'Production and service data on DVD/CD disksarildestroyud 1 yu~r aflor recolpi and eploading it 
Commission's Reosc;unco \Vorj<stallons; excioratorv and siraliRiaphlc data .. . 
destroveo 5 voars aher release10oubiic record. 

P DVD P · · X 
Digitaldata forwell production, injection, disposal,storage. 
gas disposition, inspections, datainvertories snd cons1ruction 
are stored in theRBDMS database on theAnchorage RBDMS 
server. This server is backed uP to theCommission's file/print 
server,whiCh isb~cked up fivetimesweakly byETSat Iheir 
Anchorage computing center. Thisdatabase is alsobacked 
up to DVO at least onceper week, and theDVO is transferred 
to offsilestorC!9(:! the I"e)(t day. 

C 
P 

P 
DVD · P 

· 
· 

· 
· 

X 
X 

Samples from exporatoryand st!'<!tigrCipt-ic wells are heij confidential 
for 25 months per.AS31.05.035. Samples from non-confidential 
wetlbores is archived atthe Alaska Geologic MalarialS Centerin 
EagleRiver. Aninventory of these sarnpes is maintained in the 
Commission's RBDMS datatase,whi';hresides on theCommission's 
RBDMS server, wlich is backed upas described in Item 2. 
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RECORDS RETENTION SCHEDULE CONTINUATION SCHEDULE NUMBER 26002 

AgEmcy 10 264 

Retention Disposition 

HUIn Office Offsitc ETS Stain Destroy Vital Remarks 
No. Storago Archivos Archives Record 

6 Wr::LL LOG PRINTS (Arr<Jl1ged by Permit Number) Printed and reproducible or electroniC copies ohveillogs are required 
Original Hardco~. p' p. ... . . . X' from each wellbae by 20AAC 25.071, Ccpies from exploratory ard 

stratigraphic wEilbores Clre held confidential tor 25 molihs per 
AS 31.05.035 and are stqed in the Commssion's vault. When 
rEileCised to the public record, the printed and reproducele copies 
are moved to the Commission's wEiI history file room. Thes.e prhted 
and reproducible copies are retained indefinitely, 

'Sol.ocled logs wilh no long-term value arc destroyed according 10 tho atlachad 
list after ca~~[ofJinw. '. 

'·'Logs froni s9lectOO. plugged "na apandoned development and service wells arc 
stored offsite at Alaska Archives. 

7 WELL LOG DtGITALDATA (Arranged by Inde~ Number) 
Original Digital Media C - . 1,5" X Digital data for most logl> run ;Jfter 1986 have teen impcned to the 
Commission Geoscience Wcrkstation P . P - - X Commis~ion's geoscience workstations, wlich are backed Lp to tape 

once per week to the Comnission's file/print server. Ttis server 
is backed up fl\e times weekly ~ ETS attheir AnchoragE! computilg 
center. This dataset also ihcludes down hole directional survey data 
and electronic copies otwel! logs (see Item 6). CDs cortainin!) 
these dcta fire j)'ovided by thecperating companes. CDs from 
exploralDry and stratigraphic test wel!s are delitroyed after 5 ~ars: 
CDs from production and service weUs are destroyed ~fter 1 year, 

'Produclion and service dala on DVD/CD disks aril deWoyod 1 ye;;'r aftor race,pi and uploading ir 
Commission's Reoscioncq wOrj<S!atlons; eXPloratorv and siratlRiaphlc data . . 
destroved 5 voars aher rolease to oubiic record. 

~ WE.LL &, PRODUCTION DIG!TAL DATA (Arranged by API Number) Digital data forweU production, injection, disposal. storage. 
RBDI'iIIS Relational Database P DVD P . - X gas dispoSition, inspections, dalainveliories and cons1ruction 

are stored in the RBDMS database on the Anchorage RBqMS 
server. This server is b~cked Lp to the Commission's file/print 
server. which is bClc.ked up five times weakly by ETS at !heir 
Anchorage computing cenler. This database is also backed 
up to DVO at least once per week, ~nd the DVD is transferred 
to offsite storClge the ne)(t day. 

S CORE. CHIP & CUTllNGS SAMPLES (ArrClngoo by Permit) Sample~ from exporatory Clnd stratigrapt"ic wells are hekJ confidential 
Original Samples C P " - . X for 25 months per AS 31.05,035, Samples from non-confidential 
RBDMS Relational Database P DVD P - . X well bores is archived althe Alaska Geologic Malarials Center in 

Eagle RioJer. An inventO)' of these sampes is maintained in the 
Commission's RBDMS datatase, whi';h resides on the Commission's 
RBDMS server, wlich is backed up as desaibed in Item 2. . . 
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SCHEDULE NUMBER 26002 

Agency 10 264 

Itum 
No, 

10 

11 

12 

1~ 

RECORDS RETENTION SCHEDULE CONTIN~ATION 

DispositionRet~ntion 

Vit;I 
Storage 

Office Otfsite eTS Stllte Ocstr~y 

RecordArchives Archives 

FIELD FILES (Arranged Alphabetically)
 
Original Hardcopy
 P X·· · · 
Master Microfilm P X- · ·· 

PWork Microfilm OVD ·· ·· 
PRODUCTION REPORTS (Arranged chrcnolcqlcally)
 
Original Hardcof7Y
 0C M · 
Master lIilicrofilm 

· p· · ·0 X 
Work Microfilm 

· 
0P ·· · · p 0Document lmaglng System P XDVO · 

GENERALADMINISTRATIVE RECORDS
 
Original Hardcof7Y
 GARRO' ··· · · 
Master Microfilm GARRGARR'·· · · 

0 0Work Microfilm GARR' · · · 
P 0p"Document Imaging System DVD · · 

Email. 
Original Elpctronic Copy 0C P X· · 

P 0Original Hardcopy XP' · · 

Re,ma'rks 

Includesgeneralcorrespondence. pressure maintenance records, 
meter proving records. andinformation pesented in tecrnical 
meetings. Odgin;;!1 harocooles areretained in Ihe Commission's files. 

Production are scanned into the Commission's documentimaging 
system as 300, dp .tif imClges. The docunent ,imaging systemis 
backed upas described in Item 2 Hardcopies of these files are 
destroyed or recycled aftermicrofilm is certified "trueand correct" 
and theyhave been scanned. 

Includesgeneralcorrespondence regarding petroleum industry 
companies, government ag:lncies, associations andorganizations. 
Also indudes polcles and procedures, nspectors field reports, 
publications. glC!nls. and meetin,;J minutes. 

"Ocmnussicn siaN will follow retention periods listed inthe General Admlnlslra.t'vQ 
Records Rotention Schedule (GARR). 

'Any accountln~. personnel orpayrollinform"uon 1Vllll01i0w the GARR 
"AllOdml,n!strativa ccrreseoneencc IS COded and sco~~ed into tho Commission's
 
dccument ,m,~ging system as ~OO dpi ,lif,mages, This svsiem rs backed up as
 
doscnbad inItem g,
 

Correspondence regarding Commission busness processes.
 
All Commission personnel will fellowcurrent Department of
 
Administration I Records Management
 
Hardcopes of pertinent business-related correspondence will be
 
printedano permanently retainedin theCornrrusscn's reading. order.
 
report.bond, well history. fled, prediction or administrative files.
 

'Well history fIIas from S~I,octed. p!ogged and ;rba~doned devolopment and sorvee 
walls ore stored ottsne at Alaska ArchivQs. 
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RECORDS RETENTION SCHEDULE CONTINUATION SCHEDULE NUMBER 26002 

Agency 10 264 

Retontion Disposition 

1u.:11'1 Offico Otfsito eTS Stilt. Ocstr~y Vi!;1 Re.ma·rks 
No. Storago Archives Archives Record 

10 FIELD FILES (Arranged Alphabetically) Includes general correspondence, pressure maintenance recClrds, 
Original Hardcof7Y P · · · · X meter proving records, and information p-esented in tecmical 
Master Microfilm . · · p · X meetings. Odgin;;!1 hardcClpies ar.e .. retained in lIle Commission's files. 
Work Microfilm P DVD · · · · 

11 PRODUCTION REPORTS (Arranged chronological!y) Production are scanned into the: Commission's document imaging 
Original Hardcof7Y C · · · M · system as 300 dp .tif images. The document ,imaaing system is 
Master Microfilm . · · p · X backed up as described in Item 2 Hardcopies of these files are 
Work Microfilm P 0 - - · · destroye:l or recycled after microfilm is certified "true and correct" 
Document Imaging System P OVD P · - X and they have been scanned. 

12 GENERALADMINISlRA TlVE RECORDS Includes gen/ilral correspondence regarding petroleum industry 
Original Hardcof7Y GARR·· - · · 0 · companies, govemment ag:lncies, associations and organizations. 
Master Microfilm - - · GARR" GARR · Also indudes pdicies and procedures. nspecto(s field reports. 
Work Microfilm GARR' 0 - · · · publications. glC!nt:;, and meeti!'~ minutes. 
Document Imaging System p" DVD P - · · 

-CommISSion siaN will follow retentoon penods listed in the General Admlnlstra.IIVG 
R9cords Retention Schedule (GARR). 

"Any accountln~. personnel or payrolllnlorm"Uon WIIIIQUOW the GARR 
""All 3dmln!stratlvo correspondenco IS COded and scannod into Ihe Commission's 
documonllm.a9in9 system as ~OO dpi .Iif Images. This system IS backed up as 
descnbed in item g. 

13 Email . Correspondence regarding Commission busness processes. 
Original Elpctronic Copy C · P · 0 X All Commission personnel will fdlow current Department of 
Original Hardco·f7Y P 0 p' - · X Administration I Records Management 

Hardcopies oJ pertinent business-related correspondence will b.e 
printed a.nd permanently retained in the Cornmisson's reading. order. 
report, bond, well history. tiel:!. production or administrative files. 

"Well history files from S~I.gcted. p!uggod and abandoned devolopmenl and sorvice 
walls arc slored oHslte at Alaska Archives. 
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