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UNITED STATES DEPARTMENT OF THE INTERIOR

BUREAU OF LAND MANAGEMENT

WASHINGTON, D.C. 20240

October 28, 2002

In Reply Refer To: 

3160 (310) P

EMS TRANSMISSION  10/29/2002

Instruction Memorandum No. 2003-031

Expires:  09/30/2004

To:

All Field Officials

From:

Assistant Director, Minerals, Realty & Resource Protection

Subject:
Fiscal Year 2003 (FY2003) Oil & Gas Inspection and Enforcement (I&E) Strategy Matrices Instructions and Strategy Goals                   DD: 10/31/2002
Program Area: Fluid Minerals

Purpose:  To provide Field Offices (FOs) with the I&E Strategy Inspection Plan Matrices instructions and to reiterate inspection strategy goals for easier reference by field personnel in FY2003.

Policy/Action: The I&E Strategy goals are unchanged from those issued in past years from the Washington Office.  To provide an easier reference document for field personnel, the inspection strategy goals are included in Attachment 1.  Refer to these instructions for detailed minimum strategy requirements.  As always, we encourage FOs to exceed these minimum strategy goals if at all possible.  This is especially important now given the high level of activity in the oil and gas industry.  The industry need for personnel has resulted in the hiring of many inexperienced workers who are unfamiliar with the regulatory requirements we enforce and environmental obligations they are required to uphold.  This further emphasizes the necessity of conducting inspections to ensure production accountability, the protection of the surface and sub-surface environment, public health and safety, and fulfillment of our Indian Trust responsibilities.  For those offices that cannot meet the minimum strategy goals as outlined in Attachment 1, the inspection workloads are listed below in priority order for distribution of inspection resources in achieving the goals of the program.  You must take these priorities into account when designing your Inspection Plan Matrices for FY2003.  It should be noted that although the environmental inspection requirements are listed in its own subsection following drilling, plugging and production inspection prioritization, these high environmental priority inspections are on an equal footing with the other inspection types.  As with the technical inspections, high priority environmental drilling and plugging inspections shall take precedence over low priority environmental inspections of production operations.  

1.  
High priority drilling wells. 

2. High priority plugging and abandonment operations

3. 
Production cases rated high to Federal Oil and Gas Royalty Management Act (FOGRMA) criteria. 

4. 
Inspect Tribal and Allotted Indian low priority producing cases in accordance with the negotiated frequency agreed to with Tribal governments and/or individual Indian Allottees.

5.  
High priority workover operations . 

6. 
Low priority Federal producing cases.

Creating the Inspection Strategy Matrices
Please refer to the step-by-step instructions contained in Attachment 2 to assist you in preparing your inspection strategy matrices.  In addition, when creating your matrices, identify the following in the Special Consideration section, if applicable:    

· Any inspection workload incurred in conjunction with the Idle/Orphan Well Liability Initiative.  This workload can be identified within the matrices framework by adjusting case/operator priority ratings, adjusting average inspection hours that will be incurred following up on idle wells, and any additional plugging or workover activities that may occur as a result of reviewing those wells. 

· As in past years, the emphasis on product accountability efforts by FOs continues to be a top priority.  During the preparation of the matrices, indicate the estimated number of detailed production records reviews (coded as PI-PR) that you plan to conduct in FY2003.  

When determining the number of work months available to accomplish the goals set forth in Attachment 1, be sure to account for the amount of overtime work months included in your inspection time recorded in the Automated Fluid Minerals Support System (AFMSS).  To accurately prepare your inspection plan matrix, it will be necessary to account for the regular time in the “Work months Available for I&E” column and the overtime in the “Work months Available Overtime” column.

Timeframe: Inspection Strategy matrices must be entered into the AFMSS by October 31, 2002.  Instructions for preparing the matrices are included as Attachment 2.    

Budget Impact: Any changes in resource needs will be reflected in the Inspection Plan matrices for FY2003.  Hiring additional resources in those offices with shortfalls will result in budget impacts.  

Background: The instructions for preparation of the Inspection Plan Matrices are provided on an annual basis to coincide with any current updates to AFMSS and/or other policy changes that may occur on an annual basis.    

Manual/Handbook Sections Affected: The I&E Strategy goals and matrices instructions will be updated in the I&E Strategy Handbook.  

Coordination:  Consideration must be given to Indian Trust Responsibilities.  Coordination should take place with applicable Tribes and/or BIA regarding the prioritization of cases, and to determine which production inspection activities should be conducted.  

Interdisciplinary coordination must occur within FOs to ensure all environmental priority ratings are coordinated with appropriate staff.  Coordination must also occur to ensure that idle/orphan well inspections related to that initiative, or other concerns, are incorporated and prioritized into your Inspection Plan Matrices.  Coordination with FO and State Office budget teams must also occur to ensure they are aware of the needs for the I&E program and MIS numbers are an accurate reflection of planned strategy workload numbers. 

Contact: Any questions regarding the Strategy goals should be referred to Lonny Bagley at

(406) 896-5113 or Fred A. Oneyear at (307) 261-7569.  Technical questions regarding preparation of the Strategy matrices in AFMSS should be referred to Carol Larson at (406) 233-3655, or Patty Ramstetter, National AFMSS User Representative at (801) 539-4048.
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      2 - Instructions for Completing I&E Strategy Matrices (8 pp) 


OIL & GAS INSPECTION AND ENFORCEMENT STRATEGY GOALS

I.
PRODUCTION INSPECTIONS

All production Cases rated high to the FOGRMA criteria must be inspected annually.  All other Cases capable of production will be inspected once every three years.  
Once a Case is selected, the technician conducting the Production Inspection (PI) will determine the activities that must be performed to ensure that the production is being handled properly, measured accurately, reported correctly, and the environment and public are being protected.  At a minimum this will require the sampling of all methods of measurements occurring on the Case, observations for site security, inspection for environmental and public health and safety concerns, and a review of production records.  The selection of inspection activities can be as comprehensive as deemed necessary by the technician and can be accomplished with a mix of both field visits and in-office reviews.  

If violations or problems are detected during the course of the inspection, steps must be taken to determine the extent of the problem and what corrective actions may be necessary.  Additional inspection activities may be needed to determine if problems or violations exist at other facilities and/or wells.  This may also include a conclusion that problems or violations are systemic for that particular operator, and may require additional inspections of other Cases for that operator(s).

The technician conducting the inspection must be satisfied that he/she has performed an adequate sampling of the applicable production activities (measurement, environment, site security, etc.), and ensure that any violations or problems have been resolved.  

The following steps further define the minimum requirements for a PI:

A.
If production is occurring on the Case: measurement, environmental, site security inspection activities, and a partial records review must be performed.  The measurement activity(ies) must include comparison of the corresponding production record(s) related to the measurement activity.  For example, if conducting a Tank Gauging (TG) activity, the technician would review the corresponding run ticket for completeness and accuracy.  In some instances a single run ticket will allow field offices to also verify reported sales on the Oil and Gas Operations Report (OGOR) on low producing Cases.  

1.
Field offices must inspect an adequate sample of wells and facilities, along with an inspection of each type of measurement (oil and gas), and method of measurement (tank gauge, Lease Automatic Custody Transfer [LACT] meter, orifice meter, etc.).  The technician may either witness or independently perform measurement activities to accomplish this requirement. 

The sample size is to be determined by the individual conducting the inspection.  Factors to consider in determining the sample size are dependent upon the number of wells, facilities, measurement equipment, methods, and types.  The technician must be satisfied that they have performed an adequate number of inspection activities to ensure that production is properly handled and measured accurately.  

For example, if a Case has ten gas orifice meters, five oil sales tank facilities, and two LACT meters, the technician must witness or perform an inspection activity on each measurement type and method (gas measurement, oil tank sales, and meter proving), but may not have to witness all ten gas orifice meter calibrations, five oil sales, etc. if problems are not detected during the initial representative sampling and additional activities are not warranted.  This is a minimum requirement and technicians are encouraged to conduct more measurement inspection activities if they feel it is necessary to determine if measurement is accurate.  This practice is not unlike the policy previously established in the I&E Strategy Handbook, Appendix 4, which recommended that on large cases the representative sampling size be 25 percent of the wells/facilities.  Once again, the technician has the latitude and judgmental discretion to decide the actual representative sampling size for each case as long as the inspection examines each measurement type and activity occurring on the case.  Offices may continue to use the 25 percent representative sampling size, just ensure that the representative sampling of wells and facilities are documented accurately so that a different set of wells and facilities may be inspected in the future. 

2.
The sample must include inspection activities associated with Environmental (SP) and Public Health and Safety (HS) concerns.  The Bureau's emphasis related to the environment and public health and safety, if applicable, has not changed from that documented in the I&E Strategy Handbook.  

3.
The sample must also include Site Security (SS) inspection activities.  This requirement has remained unchanged from that documented in the I&E Strategy Handbook. 

4.
The Partial Production Records Review (coded as PI-RR) must include at a minimum, a review of the MMS Oil & Gas Operations Report (OGOR) Form 4054 to analyze trends and production history and identify potential reporting errors.  This will include a review the disposition of production on the OGOR reports for the past 6 months, and the production average report for the past 3 years.    

The following are suggested areas of the OGOR that should be reviewed as part of the PR activity and are examples of indicators of possible discrepancies in production handling and reporting that should be pursued if found during an OGOR review:

· Verify reported well status against production documents submitted by the operator for review (such as the daily gauge reports).

· One or more days of production reported with zero volumes of oil, gas and/or water. 

· Zero days produced with reported gas, oil and/or water volumes.  

· Extreme variations in reported production volumes when the number of days produced remain constant.  

· A pattern of reporting identical volumes or consistent fluctuations, such as variations by one fourths, one half, or two thirds, or changes of 200, 400, or 600 barrels for many months.  

6.   Irregularities of volumes listed in the "other" (disposition of production) column.

7.   Discrepancies between the OGOR and any other information obtained during the inspection       activities.

8.   Production volumes and/or wells being reported on the wrong Case.  

9. Unreasonable "used on lease" volumes. 

             10.   Discrepancies between beginning and ending stock on hand.  

Some of the errors noted above may be located by using special reports available in AFMSS, such as the Zero Production Report.  

FOs are encouraged to conduct detailed production record reviews, coded as PR activity.  Significant amounts of volume discrepancies have been found when conducting the PR inspection activity.  Due to the effectiveness of the PR field offices are encouraged to continue using this inspection activity.  

Also, at the discretion of the FO, a Complete Production Records Review (coded as PI-PR) may be conducted on Low FOGRMA priority cases (overall priority ranking of Y or Z) without a field visit.   High FOGRMA cases must have a field inspection conducted on an annual basis.  

If a Case is subject to a variable royalty rate, the inspector must verify if the production subjects the lease to a higher royalty rate.  If the production level indicates a higher royalty rate, a sample check of the status of the wells must be made to verify if they are countable wells.  If the sample determines that the operator is reporting incorrectly the sample will need to be enlarged to include additional wells.  

B.
If production is not occurring on the Case, only the partial records review and the appropriate field inspection activities must be performed (such as site security, well status checks (coded as PI-WS), environmental, and if applicable, health and safety).  

II. 
DRILLING, PLUGGING, and WORKOVER INSPECTIONS

Conduct drilling inspections on all high priority drilling wells. The priority will be determined at the time of Application for Permit to Drill (APD) approval and inspections conducted in accordance with that priority. At a minimum, the activity causing the drilling well to be classified high priority must be witnessed.  

Conduct plugging and abandonment inspection on all wells determined to be high priority at the time of approval of the Notice of Intent to Abandon (NIA).

High priority drilling and abandonment inspections shall take precedence over production inspections if scheduling conflicts arise.  Drilling and plugging inspections are externally driven, while production inspections are controlled internally and can be more easily rescheduled.  Ensuring that drilling and plugging operations are in compliance from the outset will minimize potential problems in the long term, particularly with regard to contamination of subsurface water resources and surface related environmental concerns, to reduce future liability problems and workload.  These operations often occur outside normal work hours.  FOs must ensure that resources are available to conduct these inspections. 

Conduct inspections of all Workover operations rated high priority.  Review and identify any critical operations to be inspected upon approval of the work plan.  Inspect those operations deemed to be high priority at the time of approval.

III. 
ENVIRONMENTAL INSPECTIONS

Conduct all high priority surface inspections on drilling wells and plugged well site locations. Also, conduct environmental inspections annually on all cases rated high priority due to environmental concerns.  Classification of environmental ratings for the estimated drilling and plugging activities, as well as review of the rating for active cases, will be performed each year at the time of matrix preparation to ensure that we have an accurate accounting of environmental inspection workload requirements. Clarification on establishing a priority rating are addressed in the I&E Strategy Handbook.  
As with the technical inspections, the environmental drilling and plugging inspections on those wells rated high priority for surface concerns shall take precedence over environmental production inspections.  
IV. 
OTHER INSPECTION REQUIREMENTS

Conduct an inspection on all cases rated as high priority for public health and safety, legal, or other standards.  The inspection should be conducted to specifically address the reasons the case was rated high for these criteria.    

Although they are not required under strategy goals, offices should continue to conduct Records Verification (RV) and Undesirable Event (NU) inspection types as time or circumstances warrant the need. 

V.
DOCUMENTATION 

Inspection documentation requirements are outlined in WO IM 2001-127, Oil & Gas Inspection and Enforcement (I&E) Documentation, issued April 16, 2001, with the following exception.  With the release of AFMSS Version 3.1, scheduled for September 23, 2002, it will no longer be necessary to document each measurement activity separately.  The Version allows for a measurement activity to be entered once with the number of times the activity was performed.  If a volume discrepancy is found during a measurement activity, that activity must be entered separately with the appropriate volumes. Please refer to WO IM 2001-127 for other inspection documentation guidance.  

Remember, each inspection should contain a brief synopsis of the results of the inspection, including notes that may aid future inspections. i.e., violations or problems detected, resolution of problems, volume discrepancies, installation of a new LACT, gas meter, or tank(s), Blow Out Prevention failures, placement of plugs, etc.  

   CREATING AN INSPECTION & ENFORCEMENT (I&E) STRATEGY MATRICES

 FOR THE NEW FISCAL YEAR (FY) IN AFMSS
REVIEW AND UPDATE PRIORITY RECORD INSPECTION STATUS CODES:
A.
Before the beginning of the new FY, users must pull an Inspection Items report (IEP.51) for the current year and update the Inspection Status Code to reflect the need for inspections in the upcoming year (see Item 6 below for correct status codes).  This must be done prior to creating new priority records for the new FY.  NOTE: Update only the Inspection Status Code; leave all other categories as they are.  Do not delete old priority records from the system if they were once valid.  These should be left as an historical record in the database.  

To review current priority records: 

1)  Click on the Monitoring option on the Main Menu for AFMSS.  

2)  Click on I&E Strategy and wait for the Matrix (IEP.54) screen to display.  After the Matrix screen is displayed;

3)  Click on the button next to the version box and highlight the most current strategy version, click on QUERY.  

4)  This will retrieve your Strategy Matrix.  Once it is displayed, click on Reports button.

5)  Select Inspections Items (IEP.51).  Several sort options are available. Make note of the sort option used to run this report. You can sort by Case, Operator, Overall Priority, County, State, or Field Office. A new Inspection Priority Finder screen will allow you to sort the records in the same order.

6)  Print the entire Inspections Items report.   This report will have to be manually checked to ensure that a) all the cases requiring inspection are listed; b) all inspection priority records reflect the correct operator, and c) the Inspection Priority Status code is set to:

H= if it is an active case and an inspection for that case/operator combination is necessary;

A= if the case/operator wells have all been plugged and we are awaiting surface restoration (environmental inspection still necessary); or

I= if the case no longer needs an inspection priority record for the upcoming FY and is in the system as an historical reference only. (This includes all terminated agreements and/or cases that contain only P+A wells, or case/operator combinations that are no longer valid (operator changes).) 

Inspection priority records should be established at the time the first well for a case/operator starts drilling. If an operator change occurs on the case, a new priority record is created for the new operator for the case.  The old operator priority record must be updated to “I” in the Inspection Status Code field.  Offices may not use the old operator compliance rating in the priority record for new operator on a case.  A new operator on a case starts with a clean compliance record.


If you have priority records for cases with only NOS or APD, you can classify them as I status code or have your Application Administrator (AA) delete them.

B. Once you have reviewed the Inspection Items report, you must update the priority records

To Update the Inspection Status Code in the Priority Records:

1)  Click on Monitoring from the Main Menu.

2)  Click on Inspections and wait for the Inspection List to appear.  

3)  When the Inspection List screen (GLB.92) has displayed make sure your selection is defaulted to “by Priority”.  

4)  Click on the Priority button this will launch the Inspection Priority List (IEP.69) screen. 

5)  To update your priority records, make sure that the Year field shows “2002”. Click on the QUERY button. The screen will display all of the cases with current inspection priorities for FY-2002. Click on the sort button and add fields to the sort in the order you used on the inspection items (IEP.51) report. The display on the screen and the order of the report should now match. NOTE: Depending on how many cases are in your database, it could take a very long time to display the results. On larger databases, it is suggested that one or more of the query fields are filled in to limit results. For; example, if you sorted the inspection items (IEP.51) report by operator, query the Inspection Priority list (IEP.69) screen for a particular operator and work through the report until all cases for each operator has been reviewed.  

6) On the Inspection Priority List (IEP.69) screen you may select up to 200 records at one time. Highlight a group of records and click on the “Edit Insp Priority”) button. The Inspection Priority (IEP.46) screen will be launched. Update those records that need the Inspection Status Code changed. Use the NEXT and PREVIOUS buttons to move among the records that need updated.       

7)  REMEMBER TO SAVE each priority record before going on to the next.

8)  EXIT to the Main Menu when finished updating the records.

HAVE YOUR APPLICATIONS  ADMINISTRATOR (AA) RUN THE PRIORITY ROLLOVER:
C. The Inspection Priority Rollover Report (IEP.68) is a function that allows AFMSS to create an upcoming FY Inspection Priority Record for use in building the annual Inspection Plan Matrix.  The rollover function is to be performed once per year just prior to creating your matrix for the upcoming FY.  The rollover process will create a new priority record for all active case/operator combinations that have a current year priority record if the Inspection Priority Status Code is not equal to “I” for inactive. 

During the rollover process, the following prioritization categories will be re-calculated based upon Bureau production volume and noncompliance threshold criteria:

· operator compliance history, 

· average monthly production, 

· environmental rating, and 

· overall priority ratings.  

If threshold criteria are met, the category will be rated High priority and the overall rating will be adjusted accordingly.  It is imperative that each office review and update their Inspection Priority Status codes prior to running the Priority Rollover function to ensure that an accurate rollover occurs.

D. To run the Inspection Priority Rollover Report, the following set of instructions should be used by your AA (or other individual who has security clearance for this screen):

From the AFMSS Main Menu, click on the AA selection at the top of the screen.

A. Select Priority Rollover IEP.68 from the cascading menu to access the launcher screen. 

A. The launcher screen (IEP.68) will display a “rollover from FY” and a “rollover to FY” area.  Make sure the default states rollover from FY 2002 to FY 2003 for the FY2003 priority records to be created. 

A. An option to conduct a “Dry Run” of the rollover function is available by clicking in the in box to mark it with an X. It is strongly suggested that a “Dry Run” be performed.  Conducting a dry run allows you to perform the rollover option without actually committing changes to the database.  Review the results to see if records require editing before to performing the real rollover.  Remember to click the toggle button to perform the dry run prior to actually running the rollover. 

A. Next, select an Output option from the launcher screen and click the Run Priority Rollover button.  If you select the Summary Report, you will get a total listing the number of existing items deleted, rolled over, and not used for the new FY.  If you select a Detailed Report and Log File, you will get a) a listing of the rules AFMSS uses in running the priority rollover, b) the summary information, and c) a report listing each priority record for FY2002 vs FY2003.  This report includes a description of the number of environmental and FOGRMA violations the system counted for use in calculating the ratings for the FY2003 priority records.  For the “Dry Run” option, your report will indicate that this is a “Dry Run Only - Database Not Updated”.  Run the Detailed Report option to review the results of the rollover.  The report could be very long if you have a large database since the report will show four lines of data for each inspection priority record rolled over to the new FY. Keep this in mind prior to printing a hard copy of the report.

A. To run the Inspection Priority Rollover after reviewing your Dry Run, make sure the toggle button next to the Dry Run option is off, and then click on the Run Priority Rollover button to create the FY2003 inspection priority records.  NOTE: If FY2003 priority records have inadvertently been created or the rollover procedure is being performed after October 1st, you will get a message displayed that informs you that there are already existing FY2003 priority records and asks if you want them deleted and re-created during the rollover, click the “Yes” button and proceed.   That completes the necessary steps for running The Inspection Priority Rollover Report.  

 
 
If the Inspection Priority Rollover is not conducted before the beginning of the new FY (October 1), the system will automatically create a priority record for all producing cases. The defaulting will be an overall priority status of ‘Z’ (low FOGRMA, Low Other).  The system does this for several reasons, one of the important reasons is it continues to allow inspection personnel to document production inspection activities on active cases during the new FY even though the rollover procedure has not been Do not rely on these records for accurate tracking of priorities. The inspection Priority Rollover procedure must be performed to update the records in accordance with the criteria mentioned above.    

CREATE A NEW VERSION OF THE MATRICES FOR THE UPCOMING FY:
E.
1) From AFMSS Main Menu, click Monitoring.

2) Click on I&E Strategy from the cascading menu.

3) The I&E Strategy Matrix - Inspection Items (IEP.54) screen will be displayed. 

4) Entering 2003 in the Fiscal Year box located on the first row of IEP.54. (Delete the current FY populating the field before trying to enter a new year).

5)  Click on the box to the right of the word Version.  Enter the name of the new matrix that you are creating (i.e. FY2003 Vernal Field Office). Next there is a new box next to the Version. Click on the arrow button to select either “Working” or “Official”.  This allows you to designate the type of matrix you are creating. Create a “Working” copy so you can edit the Matrix until you are sure it is accurate.

6)  SAVE THE RECORD by clicking on the SAVE button at the bottom of the screen.  You will notice in the message box that the table has been updated.  It may take a moment to save the new version since the average inspection hours for the previous FY will be computed by inspection type once a new version for an FY is created.  

RETRIEVE INSPECTION ITEMS REPORT (IEP.51) AND UPDATE THE CATEGORIES AS NEEDED:
F.
1) Click on the REPORTS button. 

2)  Click Inspection Items (IEP.51).  This will run an updated version of the report you ran in Step A. of this document for the upcoming FY. 

3)  At the window titled Start IEP.51 Report it asks for report parameters and sort options.  Leave the ‘Cases Like’ and ‘Operators Like’ fields blank.  Select a sort option.  

4)  Click on the PRINT button on bottom of the Start IEP.51 Report window.  This will launch a preview screen that you may review prior to printing the file.

5)  Print the Inspection Items report.   This report contains a listing of all cases that received a priority rating for the appropriate FY.  This includes cases that have an “Abandoned” (A) case status.  

6)  Click on the EXIT button on the Report Preview window.  

7)  Click on the CANCEL button on the Start IEP.51 Report window.  This should bring you back to IEP.54.

8)  Click on the EXIT button on IEP.54 to bring you back to the AFMSS Main Menu.  

G.
1) Review the Inspection Items (IEP.51) report and note any necessary changes to categories on the priority records.  If priority records need to be updated, this must be done before continuing to create a new matrix. 

2)  Update any priority records that were noted from this report.  Follow the steps outlined in Step B of this document to update the records.  Remember, however, that if you update a priority category, you may also have to edit the Overall Priority status.  The only time the system auto-updates the Overall Priority is during the priority rollover. 

3)  You are now ready to create a new Strategy Matrix for the upcoming FY.

GENERATE THE NEW MATRICES:  
Count the Producing Inspection Items

H.
1) From the Main Menu, click on Monitoring and I&E Strategy. 

2)  At the I&E Strategy window (IEP.54), select the correct Version by clicking on the button to the right of the VERSION box.  

3)  Highlight the version for the upcoming FY that you had created earlier and click on the QUERY button.

4)  IEP.54 will now display the correct version name in the Version box.

I.
1) You are now ready to count inspection items.  Click on the RECOUNT FOGRMA ITEMS button located on the far right side of the first row of buttons.  A message will appear informing you that this procedure could take a long time and asks if you want to continue.  Click the YES button. 

2)  The system will count the number of producing and non-producing inspection items by Overall Priority that will be used in calculating the number of production inspections required.  This does not include inspection items with a case status of Abandoned (A).  

3)  The Inspection Items fields will populate once the count is completed.  Review the total number of inspection items once the fields have auto-populated.  NOTE: The number of items displayed will not equal the amount of cases listed on the IEP.51 report since the recount does not include those cases with an abandoned status.    

Enter the Estimated Number of Inspections
J.  
1) Enter the number of estimated Federal and Indian High and Low priority Drilling inspections to be conducted during the FY.  Click on the box to activate it prior to entering information or tab from field to field.  

2)  Enter the number of estimated Federal and Indian High and Low priority Plugging Inspections in the appropriate boxes.  Don’t forget any plugging activities that may occur due to the Idle/Orphan well initiative.  

3)  Enter the number of estimated Federal and Indian High and Low priority Workover Inspections in the appropriate boxes.

4)  Enter the number of Federal and Indian High and Low priority Environmental Drilling Inspections.  (This number should total the same as the number of Drilling inspections that are estimated for the year). 

5)  The Environmental Producing High and Low priority count in the next column should equal the Total Items (producing and non-producing) that were calculated in Step I. This information will be automatically calculated from the Environmental priority rating for each inspection item that has an inspection status code of ‘H’.

6)  Enter the number of Federal and Indian High and Low priority Environmental Abandonment/Reclamation inspection to be conducted during the FY.

7)  SAVE THE RECORD.  Make sure the message box states that the table was updated.  

Enter the Positions and Workmonths Information for your office
K.
1) Click on the POSITIONS/WORKMONTHS button.  This will display IEP.55.

2)  Enter position and workmonth information based upon your inspection office personnel that work in the program.  Ensure that the available inspection workmonth column only includes workmonths devoted to actual inspection work.  Other assigned duties should be included in the miscellaneous workmonth column.  Overtime should be accounted for in the Overtime Workmonths Available column.  It should not be counted in the Inspection Workmonths Available Column.  Oversight time shall be accounted for under Management support and specific details regarding oversight workmonths planned may be further documented under the Special Considerations section of the matrices.  

3)  SAVE THE RECORD.  Look for the table update message in the message box.  

4)  Press the EXIT button to return to IEP.54.  

Ensure Percentage of Other Production Inspection Required is Correct
L.
1) Click on the CALCULATIONS button.  This displays the Truly Strange Required Inspection Calculator (IEP.56) window.  This window displays information entered on IEP.54 and allows the user to change the percentage of Other producing inspection items to be accomplished.  Check to ensure that the percentage field is defaulting to 33.33%.  If it isn’t, input this number in the entry field.  

2)  If you changed the percentage to 33.33, SAVE THE RECORD.  

3)  Press EXIT to return to IEP.54.  

Enter the number of Planned Inspections
M.
1) Click on the INSPECTION TYPES button.  This displays Page 2 of the matrix (IEP.58).  The window contains a listing of all inspection types, average hours to conduct each inspection type, the number of required and planned inspections, and workmonths necessary to conduct the inspections.  The average inspection hours and the required number of inspection by inspection type auto-populate this screen when it is displayed.

2)  If your office needs to adjust the average inspection hours, click on the ‘INSP HRS’ button.  It is the first button on the left of button row.  This brings up a window with an entry box for each inspection type.  Click the SAVE button.  Once saved, click the EXIT button and the system will update the average inspection hours displayed on IEP.58. 

It will take a few moments to complete this procedure.  The system is also calculating new workmonth figures.  NOTE: You may want to run the Inspection Statistics for Office (IEP.13) report using the previous FY dates to validate the average inspection hours being displayed if they don’t look right.  To generate this report, you select Reports from the main menu, click on I&E Reports, and then select IEP.13.  Enter the start and end date range that will give you an entire years worth of inspection data (i.e. 10/01/2001, 09/30/2002 for FY2002 information; or an earlier date range such as 08/01/2001 through 08/01/2002 if you are preparing you matrix prior to September 30).  Make sure to select Inspection Details in Total for All Closed Inspections for the report.  Click on print and the report will generate. The last page of the report summarizes the average hours and number of inspections by type.  

3)  Once IEP.58 displays the new average inspection hours, SAVE THE RECORD before continuing on to input the number of planned inspections. 

4)  Enter the number of Federal and Indian Planned inspections for the FY in the appropriate columns.  The number of planned inspection must be based on available workmonths indicated in IEP.55 Positions/Workmonths window. To enter information, you may Tab from field to field, or use the mouse to click on the desired area you want to enter information.  If you do not use the Tab key, the system will not generate workmonth information until the record is saved.  If you want to see the workmonths displayed after entering the number of inspections, be sure to use the Tab key at that point.   

5)  SAVE THE RECORD.  

Review the Required vs. Planned Inspections
N.
1) Click the REQUIRED/PLANNED button to review your required vs. planned inspections.  Once again, verify the number of available workmonths against what you have planned to ensure that you have not planned more inspections than you have workmonths to accomplish.  To see available workmonths, click on the POSITIONS/ WORKMONTHS button and look at the total inspection workmonths available.  Press EXIT to return to the Required/Planned window. 

2)  To amend planned inspections from the Required/Planned (IEP.57) window, click the EXIT button. This closes IEP.57 and displays the previously opened window (IEP.58).  Make the necessary changes and SAVE the record.  Click on EXIT to return to IEP.54.  

Add Remarks or Special Considerations to the Matrices
O.
1) To add Remarks or Special Considerations, click the REMARKS button. Enter information as applicable.  Don’t forget to document position and workmonth availability descriptions if necessary, any additional idle/orphan well workload adjustments made to the strategy and the number or production records reviews that your office plans on conducting in the upcoming FY.  (Once you are confident that the matrix is complete, change the box from “Working” to “Official” to indicate that this is the matrix to be used for this FY.)   SAVE the record.  Click the EXIT button.

Print the Matrices
P.
1) Print the Matrix Summary Report by clicking the REPORTS button.  Select IEP.50 Inspection Matrix Summary.  This brings up a preview of the report.  

You are done!  Exit the open windows by clicking on the EXIT button on each window and return to AFMSS Main Menu.    

