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STATE OF ALASKA Schedule Number: 26002

Agency ID # 264
KEY
DEPARTMENT OF ADMINISTRATION
A - After Audit GARR - General Admin. Records Retention Schedule
ALASKA Ol AND GAS CONSERVATION COMMISSION C - uniil Microfilmed P -Permanent
CFY - Current Fiscal Year Numerals - Years in'Addition to Current Year
CY - Current Year TO  ~Term of Office
DVD/CD - DVD or CD ROM Containing Digital ] - After Microfilming
Data or Digital Image Files X - Vital Record
ETS - Enterprise Technology Services

‘Unless oherwise noted dl records are retained on Calander Bi-Yearly basis.

All records that have pdential permanent legal and historical value may be reviewed by the Stae Archmst for possible retention in the Alaska State
Archives in accordance with AS 40.21.030. Accessioned records may be reappraised for permanent value every fouryears o at the archivist's discretion.
Unless otherwise noted ali records are non-confidential. The Mission of the Alaska Oil and Gas Conservation Commission is fo protect the public interest in
oil and gas resources and underground sources of drinking water.

Stawtory Authorily: AS 31.05 (Alaska Oil & Gas Conservation Act) & 20 AAC 25 (Alaska Oil & Gas Conservatlon Cormmission),
This récords schedule supersedes number 026001 .

inlerest awners, ensunnq maxnmum ultimate recovery and managlnq the Class [l Underqround Injection Control proqram for oil and gas wells in Alaska,

NOTE: Per4 AAC 59 it is the responsibility of departments Lo ensure that records created and maintained in eleclronic systems remain accessible for their full
relenlion periad, This requires taking into account the issues of refreshing, migration, security duplicates; and, analog/digital crosswalks in pianning,

implementing, and administering the electronic systermn. Back-ups produced for system recovery purpoges do not serve a recordkeeplng function and do not
substilute for security copies of records.

Pursuant to the provision .....
“Division Director State Archivist

’ Dat ‘ " Attorney General Date
Raniel T Seamoun, Jr. %M 6 ”//0 ‘ ? % 5_/5//0
‘Signature of Division Dicecl ' Date Records Analyst ) Dale Commlsi/(%féfAdmlmsb'atron Date
12/31/2009 C%/L%Z\ , /7/(0»( % [-26-d010 \Z\,‘\ {\ Sg 6 f?\ {0
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RECORDS RETENTION SCHEDULE CONTINUATIQN

SCHEDULE NUMBER 26002

Agency ID 264
Retention Disposition
T Office | Offsite | &TS Stite | Destroy| Vital’ Remarks
No. Storage | Archives | Archives Record

1 READINGFILES (Arranged chronologicaly) Consists of signed conservalion orders, adminisirative approvals,
Original Hardcopy ‘ c - - - M " letters to operators, inspections, outgdng letters and memos,

Master Microfilm’ - - - P - X Hardcopy destroved after microfim is certified “true and correct.”
Work Microfilm P DVD - - . .

2 CONSERVATION ORDERS (Arrangedchronobgically) Conservation orders case files are scanred into the Comrission's
Original Hardcopy ) P - - - - X documentimaging system as 300 dbi .lifimages, but not microfilmed.
Dacumentimaging System P . P . - X The document imaging system is backed up to a dwlicate server in
RBDMS Relational Database P DVD P - - - Juneau, which is backed up incrementally every fur hours and

: completely once per week by ETS. Invenbory and summary
information for Orders is entered into the Commission's RBDMS
relational database, which resides on the Commission's RBDMS
server, This server is backed tp to the Commission’s file/print server,
which is backed up five times weekly by ETS at their Anchorage
computing center. RBDMS database s also backedup to DVD at
least once per week, and the DVD is transferred to offsite storage
the nextday. The original hardcopy fiks are rtained indefinitely.

3 GAS DISPOSITIONREPORTS (Arranged chronologically) Gas disposition files are scanned into the Commission's document
Original Hardcopy & - - - M - imaging system as 300 d .tif images. The document imaging
Master Microfilm - - - P - X system & backed up to aduplicale server in Juneau (seg ltem 2),
Work WMicrofiim B - - - - - Hardcopies are destroyed or recycled after microfilm is certified
Documentimaging System [ - P - - X “true and corredt” and they have been scanned irto the
RBDMS Relational Database. P DVvVD P - - X Commission's document fmaging systern.

4 SURETY &PERSONAL BOND-FILES (Aranged chronologically) : Surety and personal band files are scanned into the Commission's
OriginalHardcopy : : ) R - - - - X documentimaging systemas 300 dpi fifimages, but not microfilmed.
Documentimaging System P - P - - X The document imaging system is backed up to a duplicate server

I » . in Juneau (see tem 2). Hardcopy files are retained indefinitely
in the Commission's vaut.

5 WELL HISTORY FILES (Arranged by Permit Numben Well history files are scanned nto the Commission's document
Original Hardqopy ) ) : ’ o Al I - - - X imaging system & 300 dpi .tif images. The document imaging
Master Microfitm . - - . - system & backed up to aduplicate server in Juneau (see ltem 2).
Work Microfilm R - - - - = Hardcopy files are retained indefinitely in the Commission’s vaut.
Documentimaging System P DvD P - - X

. "Well history files from seigcted, plugged and abandoned develepment and sefvice -
wells &re stored offsite at Alaska Archves.

Page 2 of 4




o " “ S

RECORDS RETENTION SCHEDULE CONTINUATION

SCHEDULE NUMBER - 26002

Agency ID 264

Ratantion

Disposition

Hem
No.

Offsite
Storage

ETS
Archives

State
Archives

Destray

Vital
Record

Remarks

6 WELL LOGPRINTS (Arranged by Permit Number)
OriginalHardcopy )

P~

P

x*

Printed and reproducible or eledronic copies ofwell logs are required
from each wellbore by 20AAC 25071, Copies from exploratory ard
stratigraphic wellbores are held confidential for 25 months per
AS 31,06.035 and are stored in the Commission's vault. When
released to the public record, the printed and reproducile copies
are moved to the Commission's wéll history file room. These printed
and reproducible copies are retained indefinitely.
“Sclecied logs with ng long-term value are destroyed accerding lo the attached
list after cataloging. ' ’
**Logs frorm selecied, plugged ana abandonéd development and service walls are
stored offsite a1 Alaska Archives.

7 WELL LOGDIGITALDATA (Arranged by Index Number)
Original Digital Media
Commission Geosdence Workstation

1,5"

Digitat data for most logs run gfter 1986 have been imported {o the
Commission's gecscience workstations, which are backed wp to tape
once perweek tothe Commission's file/print server, This server

is backed up five times weekly by ETS attheir Anchorage computing
center. This dataset aiso includes downhale directional survey data
and eledronic copies of well logs (see ltem 6). CDs cortaining

these dala are provided by the ‘gperating companies. CDs from
exploraiory and stratigraphic lest wells are destroyed after § years,
CDs from production and service wells are destroyed afier 1 year.,.

*Praduction and service data on DVD/CD disks ari dastrayed 1 year aftar cocarpl angl yploading i
Commission's geoscieace warksiations; exploratory and siranaraphic data
dastroved 5 vears after rolease to oublic record.

8 WELL & PRODUCTION DIGITAL DATA (Arranged by APl Number)
RBDMS Relational Database

DVD

Digital data for well production, injecton, disposal, storage,
gas disposition, inspections, data invertories and constuction
are stored in the RBDMS database on the Anchorags RBDMS
server. This server is backed up to the Commission's file/print
server, which is backed up five times weekly by ETS at heir
Anchorage computng center. This database is also backed
up to DVD al least once per week, and the DVD is transferred
to offsite storage the rext day.

$ CORE CHIP & CUTTINGS SANPLES (Aérag,nged by Penﬁi_t)
Original Samples
RBDMS Relational Database

o0

DvD

oK

Samples from exploratory and stratigraphic wells are heki confidential
for 25 months per AS 31.05,035, Samplesfrom non-confidential
wellbores s archived atthe Alaska Geologic Materials Center in
Eagle River, Aninventory of these samples is maintained in the
Commission's RBDMS database, which resides on the Commission's
RBDMS server, which is backed up as desaibed in ltem 2.
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SCHEDULE NUMBER

RECORDS RETENTION SCHEDULE CONTINUATION 26002
Agency ID 264
Retention Disposition
(] Offica | Offsite ETS State | Destroy| Vital ‘Remarks

No. Storage | Archives | Archives Record

10 FIELD FILES {Arranged Alphabetically) includes general correspondence, pressure maintenance records,
Originai Hardcopy P - - - . X meter proving records, and information presented in technical
Master Microfilm - - - P B X meetings. Original hardcopies are retained in the Commission's fites,
Work Microfilm P DVD - - - -

11 PRODUCTION REPORTS (Arranged chronologically) Production are scanned into the Commission's document imaging
Originat Hardcopy o - - - M - system as 300 dp .tif images. The document jmaging system is
Master Microfilm - - - P - X backed wp as described in ltem 2 Hardoopies of these files are
Work Micofilm B - - - - H destroyed or recycled after microfilm is cedtified “true and comect”
Documentimaging System P DVD P « - X and they have been scanned,

12 GENERALADMINISTRATIVE RECORDS Includes general correspondence regarding petroleum industry
Qriginal Hardcopy GARRY - - - - - companies, govemment agencies, associaons and organizations.
Master Microfilm - - - GARR"|GARRY - Also indudes pdicies and procedures, nspector's field repons
Work Microfilm ) GARRY - - - . - publications, grants, and meeting minutes.

Documentlmaging System P bDvb P - - -
~Commission staff willfollow retention periods fisted in the General Adminisirative
Records Retention Schedule (GARRY).
*Any accaunting, personnel or payroll information will fotiow the GARR.
Al administrative correspondence is coded and scanned inte the Commission's
document IMaging system a3 300 dpi .tif images. This system 1s backed up as
doserbad in ltem 2.

13  Email . . Correspondence regarding Commission business processes.
Original Electropic Copy c - P - - X All Commission personnel wil follow curent Department of
Original Hardcopy i - P - - X Administration / Records Management

) Hardcopies of pertinent business-related correspondence will be
printed and permanently retained in the Commission's reading, order,
report, bond, well history, field, production or administrative files.

"Weill history files from selected, plugged and abandoned development and sarvice
wells are stored offsie at Alaska Archives,

Page 4 of 4




