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USEFUL INFORMATION

Key to Information Schedule Codes and Acronyms:

Information Schedule titles:

ARCS = Administrative Records Classification System
ORCS = Operational Records Classification System

Office information:

OPR = Office of Primary Responsibility

Records life cycle:

A = Active
SA = Semi-active
FD = Final Disposition

Active and semi-active period codes:

CY = Calendar Year

FY = Fiscal Year

NA = Not Applicable

SO = Superseded or Obsolete

w = week
m = month
y = year

Final disposition categories:

DE = Destruction

FR = Full Retention

SR = Selective Retention
OD = Other Disposition
NA = Not Applicable

Special flags:

FOI = Freedom of Information/Protection of Privacy
PIB = Personal Information Bank
VR = Vital Records

The following links provide additional resources for managing your information:

¢ ARCS and ORCS User Guide.

e Special schedules for records that are not covered by ARCS and ORCS.

e Legislation, policies, and standards for managing records in the BC Government.

e Tips, guides, and FAQs on related topics.

e Government Records Officer contact information.
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MINES AND MINERAL RESOURCES ORCS
Operational Records Classification System (ORCS)

Executive Summary

Creating Agency

Ministry of Energy, Mines and Low Carbon Innovation

Mines Competitiveness and Authorizations Division

BC Geological Survey Branch, Mineral Titles Branch and Policy & Competitiveness Branch

Scope

The Mines and Mineral Resources (MMRE) ORCS establishes a classification system and
retention and disposition schedule for the operational records created by the BC Geological
Survey (BCGS) Branch, Mineral Titles Branch and Policy & Competitiveness Branch. This
ORCS includes records relating to the following:

activities that may be performed by more than one branch, including grant programs
administration and management; indigenous funding requests and agreement
management; land use planning; policy development, program planning and evaluation;
research and analysis (with the exception of geoscience research); responding to
incoming referrals and consultations; publication design, review and dissemination; and,
spatial analysis and data management activities.

geological survey services, including: geoscience research activities; management of
geoscience data repositories; mineral exploration and expenditure monitoring and
reporting; mineral exploration promotion and marketing; and, sampling and assay
activities. Mineral title exploration and development reporting activities, are jointly
administered by the BCGS and Mineral Titles; and

mineral, placer and coal title services, including: issuance and maintenance of claims,
licences and leases pursuant to the Coal Act (SBC 2004, c. 15), the Mineral Tenure Act
(RSBC 1996, c. 292), predecessor legislation and related regulations; disposition of
crown granted 2 post claims that have escheated, forfeited, surrendered or otherwise
been reverted to the Crown; expropriation of mineral, placer and coal titles and the
payment of compensation pursuant to the Mining Rights Compensation Regulation -
19/99; issuance and maintenance of Free Miner Certificates (FMC); establishment and
maintenance of mineral, placer and coal reserves; compliance and enforcement actions,
including inspections; and, maintenance of electronic title registries.

Date Range of Records
1859 — ongoing
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Notes On Application
The start date of this ORCS is based on Governor James Douglas' proclamation of the Gold

Fields Act, on September 7, 1859. The Act created the position of gold commissioner and
instituted the requirement to obtain a Free Miner Certificate in order to stake a claim.

The MMRE ORCS is being developed in phases. Phase 1 covers the unique, operational
records created by the BC Geological Survey Branch and the Mineral Titles Branch (e.g.,
classification categories where they are listed as the office of primary responsibility), which are
covered under sections 2 and 4, respectively. It also covers a subset of the operational records
program areas create while performing functions and activities that are more common, and not
unique to one branch, such as policy development and program planning. These common
records are covered under section 1, as are the operational records created by the Policy &
Competitiveness Branch. Classifications for the remaining common, operational records will be
included in future phases (e.g., certification and training records) along with the unique,
operational records created by the remaining branches within the two divisions.

This ORCS partially supersedes sections and primaries within the Mineral Resources ORCS,
schedule 105086. Approved in 1988, the Mineral Resources ORCS no longer conforms to
current ORCS standards, nor does it accurately reflect the functions and activities being
performed by the branches, or the resulting records they create.

The three branches covered by the MMRE ORCS will cease using those classifications in the
Mineral Resources ORCS that have been superseded and will retroactively re-classify their
impacted records to the new classifications. Records that need to be re-classified include those
that are in the custody of the branches, regardless of their location (e.g., on-site or off-site
storage or those stored electronically on Local Area Networks (LANS) or in databases. A
detailed Summary of Changes will provide re-classifications guidance.

The MMRE ORCS includes a classification (secondary 10500-20 Legacy records) to cover a
subset of the legacy records, which are no longer being created due to changes in legislation,
record-keeping practices, or the introduction of electronic registry systems, and are eligible for
immediate destruction or transfer to the government archives upon approval of this ORCS. The
legacy records are appraised for selective retention, with the selection criteria detailed in
Appendix A - Legacy Records Classification Instructions. Providing detailed instructions in the
Appendix, versus the main body of the ORCS, results in a more streamlined product for the end
user. Legacy records, which continue to have operational and reference value to the program
areas, are scheduled within the main body of the ORCS.

Standard Appraisal Considerations
The active and semi-active retention periods specified in the schedule meet all operational,

administrative, legal, fiscal, and audit requirements. The final dispositions have been reviewed
to ensure that records having enduring evidential and informational values are preserved.

Key to ARCS/ORCS Codes and Acronyms

2023/02/15 Schedule: 164438 MMRE ORCS EXEC SUMMARY - 2


http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
https://www2.gov.bc.ca/gov/content?id=F347119CB63441028A7ABC77DC1478DD
https://www2.gov.bc.ca/assets/gov/british-columbians-our-governments/services-policies-for-government/information-management-technology/records-management/arcsorcscodes.pdf

OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This is an approved information schedule, as defined by the Information Management Act (SBC 2015, c.

27). For more information consult your Government Records Officer.

Specific Appraisal Considerations
Records scheduled for transfer to the government archives include:

¢ final policies, planning and research outcomes, because they provide significant
evidence of the governance of the functions and programs covered by this ORCS, and
document the institutional framework and context in which geoscience, mineral
exploration and mining programs have evolved in the province;

¢ collections of original photographs and videos, not covered under a more specific
secondary elsewhere in this ORCS, which best illustrate the development of geological
survey methods, mineral exploration, mining, and the province's physical geography;

¢ final information products (e.g., publications), with the exception of certain digital
datasets that are updated on a frequent basis (e.g., daily, weekly or monthly), and
associated indexes, because they provide evidence of the means used by the
government to disseminate official information pertaining to the management of the
province's mineral exploration and mining sectors and geoscience research activities.
The associated indexes have significant informational value and serve as both an
access tool and a key source of metadata;

e grantee final deliverables, which document the outcomes of grant programs designed to
promote and stimulate mineral exploration, mine development, geoscience research,
and related initiatives in British Columbia. The final deliverables document the findings of
research and exploration activities and contribute to our understanding of the mineral
exploration and mining history of the province;

e geoscience data, stored in the various geoscience data repositories created and
maintained by the BCGS, because of its unique scientific and research value. The data
records the results of bedrock and surficial geology mapping programs, regional
geochemical surveys, targeted mineral deposit studies, geochronological investigations,
and other geoscience research outcomes. The data is organized into various
repositories and collections, providing logical and searchable access to the voluminous
amounts of data collected by the branch geologists and geoscientists. The data is a key
resource used for geological research, exploration development, resource management,
policy development, program and land use planning;

e mineral exploration and production summary data, because it constitutes a
comprehensive and standardized record of provincial mineral exploration projects,
expenditures, and production levels and value;

¢ mineral exploration promotion and marketing materials, because they provide evidence
and insights into the methods used by government to promote and market the
exploration of the province's mineral resources;

e regional geologists site visit reports, because they provide a first-hand narrative of
mining and mineral exploration activities and discoveries occurring within specific
regions over time. They also document the evolving work of the regional geologists and
their interactions with explorationists and the wider community. Taken as a whole, they
are a unique and rich primary source for understanding the history of mining and mineral
exploration in British Columbia;

e approved physical work reports and approved technical and coal assessment reports
and data, because they provide a detailed history of the reported mineral, placer and
coal exploration and development activities that have occurred in the province;

e records which document the approval and denial of coal licences and leases, mineral
and placer claims and leases, and reserve and placer designated area files, because
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they provide evidence of how government has regulated the acquisition of titles in the
province. Decisions whether to allow, restrict or prevent the exploration of coal, mineral
and placer resources reveal how government balances a wide range of uses, First
Nations, and stakeholder interests;

e reserve and placer designation overview maps, because they provide a point-in-time
visual representation of reserves and placer designated areas;

e crown granted claim top-up request files, because they provide evidence of the decision-
making process and methods used by government to approve or deny the conveyance
of additional mineral rights to crown grant holders. The files define and describe the
resource rights conveyed and provide contextual support to the related crown grant
records fully retained under the Mineral, Oil and Gas Revenue ORCS, schedule 159500
and the BC Lands ORCS, schedule 101687;

e expropriation and compensation claim files, because they provide evidence of the
decision-making process and methods used by the government to expropriate title
holder's claims, licences, and leases and the compensation provided;

e registry and spatial data, maintained in the title registry system, used to record all
aspects of registration, including applications, renewals, maintenance and changes,
forfeitures, and receipt of documents and notices pertaining to a title. The system also
registers Free Miner Certificates; coal, mineral, and placer reserve sites; and, placer
designated areas. The data will be fully retained because of its significant informational,
evidential, and statistical value. The data summarizes and provides a timeline of the key
events associated with mineral, placer, and coal titles and reserve and placer designated
areas in the province. It also provides a spatial view of their current and historical
boundaries and locations. It is key resource, in conjunction with legacy records
(described below), for understanding the provincial history of coal, mineral and placer
resource rights;

e legacy records, which are no longer being created due to changes in legislation, record-
keeping practices, or the introduction of electronic registry systems, including:

o index cards and registers, used prior to the advent of computers in the 1990s as
a means to locate titles by identifiers other than title number (e.g., owner name,
titte name or other identifier), because of their significant informational value in
locating legacy titles;

o record cards, which prior to the introduction of title registry systems, summarized
and provided a time line for the key events associated with the province’s early
mineral, placer and coal titles and are a key resource, in conjunction with the
subsequent title registry system, for understanding the history of mineral, placer
and coal title issuance in the province;

o location sketches, used to visually represent the location of the title being applied
for, because they were an integral part of the issuance and mapping of titles in
the province prior to the introduction of digital staking practices in 2005;

o statements of work (SOW) hardcopy forms (except for those that were used to
report cash payments and that were also boxed separately from those used to
report physical or technical work), which became obsolete in January 2005,
because they provide, in conjunction with the physical work reports, technical
and coal assessment reports, a detailed history of the reported mineral and
placer exploration and development activities that have occurred in the province;
and
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o final title reference maps, because they depict the location of mineral, placer, and
coal titles, reserves and designated areas issued or established prior to the
introduction of digital staking methods. In conjunction with title reference maps
already transferred to the government archives, and the spatial data currently
maintained in the electronic registry system, they provide a comprehensive
history of the location of mineral, placer, and coal titles, reserves and designated
area in the province.

The BCGS maintains various collections of historical documents, dating from the late 1800s,
associated with the province's mineral occurrences, referred to as Property File. The various
collections, and associated indexes, will be selectively retained by the government archives.
Given the vastness and evolving nature of the collections, appraisal will only occur once a
collection is deaccessioned or the ministry ceases to maintain Property File. The BCGS also
maintains documentation on the acquisition and management of the collections. Documentation
pertaining to collections appraised for transfer to the government archives will be fully retained
because it contains contextual details essential for understanding the collections. The
documentation will also serve as a key resource for government archivists while performing
arrangement and description.

All other records covered under this schedule are destroyed at the end of their retention periods.

SUMMARY LIST OF CLASSIFICATIONS
SECTION 1 - COMMON RECORDS

Classification | Classification Title ‘ Retention
10000 COMMON RECORDS - GENERAL
10000-01 General CY+1y nil DE
10000-10 Photographs and videos (not covered elsewhere) SO nil SR
10100 FINAL INFORMATION PRODUCTS
10100-01 General CY+1y nil DE
10100-10 Final information products and indexes CY nil SR
10100-20 Publication design and review files SO 5y DE
10200 GRANT PROGRAMS ADMINISTRATION AND MANAGEMENT
10200-01 General CY+1y nil DE
10200-05 Grant program administration files SO nil DE
10200-10 Grantee final deliverables SO 7y FR
10200-20 Grant program application files SO 7y DE
10300 INCOMING CONSULTATIONS AND REFERRALS - ANALYSIS AND
RESPONSE
10300-01 General CY+1y nil DE
10300-20 Incoming consultations and referrals - analysis and SO nil DE
response files
Key to ARCS/ORCS Codes and Acronyms
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Classification

Classification Title

Retention

10400 INDIGENOUS FUNDING REQUESTS AND AGREEMENT MANAGEMENT
10400-01 General CY+1y nil DE
10400-20 Funding files SO 7y DE
10400-30 Funding request coordination and tracking FY+1ly 6y DE
10500 LEGACY RECORDS
10500-20 Legacy records SO nil SR
10700 POLICY DEVELOPMENT, PROGRAM PLANNING AND RESEARCH
10700-00 Palicy - final SO 5y FR
10700-01 General CY+1y nil DE
10700-05 Planning and research outcomes SO 5y FR
10700-15 Monitoring and tracking records (not covered SO nil DE
elsewhere)
10700-20 Policy, planning and research working files SO 5y DE
10800 SPATIAL ANALYSIS AND DATA MANAGEMENT SERVICES
10800-01 General CY+1y nil DE
10800-20 Spatial analysis and data management files SO nil DE

SECTION 2 - BC GEOLOGICAL SURVEY SERVICES

Classification | Classification Title ‘ Retention

20200 GEOSCIENCE RESEARCH

20200-01 General CY+1y nil DE

20200-05 End of field season reports CY 7y DE

20200-15 Geoscience data SO nil FR

20200-17 MapPlace web service SO nil DE

20200-20 Property File collections acquisition and management | SO nil SR
files

20200-30 Property File collections and index SO nil SR

20200-40 Research project files - long-term value SO 100y DE

20200-50 Research project files - short-term value SO nil DE

20300 MINERAL EXPLORATION AND EXPENDITURE MONITORING AND
REPORTING

20300-01 General CY+1y nil DE

20300-05 Mineral exploration and production summary data SO nil FR

20300-10 Mineral exploration promotion and marketing SO 5y FR
materials

20300-15 Regional geologists site visit reports CY9y FR

20300-20 Mineral exploration project monitoring files SO 5y DE

2023/02/15
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Classification | Classification Title Retention
20400 MINERAL TITLE EXPLORATION AND DEVELOPMENT REPORTING
20400-01 General CY+1y nil DE
20400-05 PAC account administration SO nil DE
20400-07 PAC account transaction data SO+8y nil DE
20400-09 PAC account transaction files CY+1ly 6y DE
20400-11 Physical work reports - approved SO+2y 8y FR
20400-12 Statements of work - hardcopy SO nil SR
20400-13 Technical and coal assessment work reports and data | SO nil FR

- approved
20400-15 Work reports and payment-in-lieu administration CY+2y nil DE
20400-17 Work reports - rejected CY+4y nil DE
20600 SAMPLING AND ASSAYING
20600-01 General CY+1y nil DE
20600-05 Laboratory daily records SO+7y nil DE
20600-10 Laboratory inventory and sample tracking SO nil DE
20600-15 Laboratory service requests and results SO nil DE
20600-20 Employee specific exposure monitoring files SO 30y DE
20600-30 Radioactive and other hazardous materials monitoring | SO 30y DE

files

SECTION 4 - MINERAL, PLACER AND COAL TITLES SERVICES

Classification | Classification Title ‘ Retention
40000 MINERAL, PLACER AND COAL TITLE SERVICES - GENERAL
40000-01 General CY+1y nil DE
40000-10 Routine inquiries and bulk mail outs CY+4y nil DE
40000-15 Survey parcel cancellation reviews - received CY+2y nil DE
40000-17 Title reference maps SO nil SR
40000-30 Pre-paid account files SO+1y 6y DE
40000-40 Surveys SO nil DE
40100 COAL TITLE ISSUANCE

40100-01 General CY+1y nil DE
40100-20 Coal licence and lease application and title files SO 10y SR
40200 CROWN GRANT DISPOSITIONS

40200-01 General CY+1y nil DE
40200-10 Survey parcel cancellation requests - submitted SO nil DE
40200-20 Crown granted claim top-up request files SO 5y FR
40200-30 Disposition of reverted crown granted 2 post claim SO 5y DE
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Classification | Classification Title Retention
files

40300 EXPROPRIATION AND COMPENSATION

40300-01 General CY+1y nil DE

40300-10 Register of Expropriated Mineral Titles Arbitration SO nil DE
Awards

40300-20 Expropriation and compensation claim files SO 10y FR

40400 FREE MINER CERTIFICATE ISSUANCE AND MAINTENANCE

40400-01 General CY+1y nil DE

40400-10 Free Miner Certificates - issued CY+5y nil DE

40400-13 Free Miner Certificates - audits CY+5y nil DE

40400-17 Free Miner Certificates - rejections CY+2y nil DE

40400-30 Free Miner Certificates — estate files SO+2y nil DE

40500 MINERAL AND PLACER TITLE ISSUANCE

40500-01 General CY+1y nil DE

40500-20 Mineral and placer claim and lease application and SO 10y SR
title files

40600 RESERVES AND DESIGNATED AREAS

40600-01 General CY+1y nil DE

40600-10 Reserve and placer designation overview maps SO nil FR

40600-20 Reserve and placer designated area files SO 10y SR

40600-30 Reserve review working files SO 10y DE

40800 TITLE COMPLIANCE AND ENFORCEMENT

40800-01 General CY+1y nil DE

40800-20 Title compliance and enforcement files SO 30y DE

40800-30 Title inspection files SO 30y DE

40900 TITLE MAINTENANCE AND CHANGES

40900-01 General CY+1y nil DE

40900-05 Fee payments FY+1ly 6y DE

40900-10 Title changes CY+4y 5y DE

40900-20 Title ownership transfer files - delinquent co-recorded | SO 10y DE
holders

40900-30 Title protection and time extension orders SO 5y DE

41000 TITLE REGISTRIES

41000-01 General CY+1y nil DE

41000-05 Encumbrances and branch registrations SO 20y DE

41000-10 Registry transaction confirmations emails CY+10y nil DE

41000-20 Registration and administration data SO nil FR
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Endorsements
This schedule was developed in consultation with staff and managers who conduct the

operational functions in the creating agency. It has also been reviewed by appropriate
Government Records Service staff to ensure it meets scheduling and appraisal standards, and
reflects sound record keeping practices.

Schedule Number: 164438
Schedule Developer: Sarah Shea, Archivist, 2022-11-14

Endorsed by Government Records Service: Mario Miniaci, Director, Archives and Records
Initiatives, 2022-11-29

The government body endorses this schedule and its implementation: Peter Robb, Assistant
Deputy Minister, 2022-12-14

The Information Management Advisory Committee recommends this schedule for approval:
Emilie Hillier, Chair, 2023-02-02

Approved by the Chief Records Officer: Charmaine Lowe, 2023-02-15

END OF EXECUTIVE SUMMARY
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SECTION 1

COMMON RECORDS

PRIMARY NUMBERS

10000 — 14999

Section 1 covers records common to more than one program area covered under this ORCS, created
while performing the following activities: grant programs administration and management; Indigenous
funding requests and agreement management; land use planning; policy development, program
planning and evaluation; research and analysis (with the exception of geoscience research);
responding to incoming referrals and consultations; publication design, review and dissemination; and,
spatial analysis and data management activities. This section also covers the management of those
legacy records which are eligible for immediate destruction or transfer to the government archives upon
approval of this ORCS.
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10000

10000

COMMON RECORDS - GENERAL

This primary covers photographs and videos not covered under a more specific
secondary elsewhere in this ORCS.

For reference material/topical files, see ARCS secondary 358-20.

The ministry OPR is the program area responsible for the photographs/videos
unless otherwise noted below. See specific secondaries for OPR retention
schedules.

COMMON RECORDS - GENERAL A

SA FD

All non-OPR offices will retain these records for: SO

nil DE

-01 General CY+1y

RETENTION STATEMENT
Destroy at the end of the second calendar year.

NOTE: Throughout this section, this secondary covers
miscellaneous records that relate to the primary but
do not document decisions and actions, and do not
relate to topics that warrant specific classifications.

nil DE

-10 Photographs and videos (not covered elsewhere) SO

(covers collections of original photographs and videos not
covered under a more specific secondary elsewhere in this
ORCYS)

(does not cover purchased photographs (e.g., air
photographs) or photographs or videos maintained on the
applicable file to which they relate (e.g., compliance and
enforcement files, inspection files, publication design and
review files, and geoscience research project files))

RETENTION STATEMENT

Transfer photographs and videos to the government archives
that best illustrate the development and evolution of the
province's mineral exploration, mining, geological survey
methods, and physical geography when no longer required for
reference purposes. Destroy photographs and videos not
selected.

SO: when no longer required for reference purposes

SR: Photographs and videos will be selectively retained
by the government archives. An archivist, in
consultation with subject matter experts in the
relevant program areas, will select for full retention
those photographs and videos that best illustrate the

nil SR
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10000

COMMON RECORDS - GENERAL A SA

FD

NOTE:

development of geological survey methods, mineral
exploration, mining, and the province's physical
geography. Photographs and videos not selected will
be destroyed.

The photographic collection, maintained by the BC
Geological Survey, is an example of the type of
photographs covered by this secondary.

END OF PRIMARY
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10100 FINAL INFORMATION PRODUCTS

This primary covers publication design, review, and editorial activities and the
resulting final publications, pertaining to all program areas covered by this
ORCS.

The BC Geological Survey (BCGS), in particular, maintains a large catalogue of
indexed publications, both historical and current, searchable and available for
download from their website. The publications document the outcomes of
BCGS geoscience programs and projects. Key examples of their current
publications include Papers, Geoscience Maps, Open Files, GeoFiles,
Information Circulars, and digital geoscience data releases. More details below:

o Papers series is reserved for reviews and final thematic or regional
works. Geological Fieldwork, the annual review of field activities and
current research, is released as the first paper of each year;

. Geoscience Maps series is the BCGS vehicle for publishing final maps;
Open Files series present the interim results of ongoing research,
particularly mapping projects. It also includes map indexes;

. GeoFiles series enables rapid release of extensive data tables from
ongoing geochemical, geochronologic, and geophysical work. As such,
they serve the same function as data repositories provided by many
journals, providing immediate access to raw data from specific
projects;

. Information Circulars series provide accessible geoscience information
to a broad audience in government, industry, and the general public.
Examples of publications covered under the Information Circular series
are: Provincial Overview of Exploration and Mining in British Columbia,
British Columbia Coal Industry Overview, and various mineral
commodities brochures;

o Digital geoscience data releases - releases of digital datasets,
extracted from BCGS geoscience repositories and databases, on a
frequent and ad hoc basis.

The BCGS also publishes information products prepared by other program
areas not covered by this ORCS (e.g., Petroleum Geoscience) and external
organizations (e.g., Geoscience BC and Geological Survey of Canada) -
classify these publications under ARCS secondary 358-20.

Other specific examples of publications covered under this primary are: annual
mineral statistics, which have been published in a variety of formats over the
years, and published maps, with the exception of title reference maps
maintained by Mineral Titles Branch, which are covered under secondary
40000-17.

For final policies and procedures, see secondary 10700-00.

For geoscience research project files, see primary 20200.

For mineral exploration and expenditure monitoring and reporting project files,
see primary 20300.

For non-BCGS research outcomes, see secondary 10700-05.

Key to ARCS/ORCS Codes and Acronyms
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This is an approved information schedule, as defined by the Information Management Act (SBC 2015, c. 27). For

more information consult your Government Records Officer.

10100

For program planning outcomes, see secondary 10700-05.

For reference material/topical files, see ARCS secondary 358-20.
For title reference maps maintained by the Mineral Titles Branch, see

secondary 40000-17.

The ministry OPR is the program area responsible for the final information

product unless otherwise noted below. See specific secondaries for OPR

retention schedules.

FINAL INFORMATION PRODUCTS

SA

FD

All non-OPR offices will retain these records for:

SO

nil

DE

-01

General

RETENTION STATEMENT
Destroy at the end of the second calendar year.

CY+1y

nil

DE

-10

Final information products and indexes
(includes publications and indexes)

RETENTION STATEMENT
Transfer to the government archives, at the end of each

calendar year, a set of final information products prepared that
year (except for certain digital datasets that are updated on a
frequent basis (e.g., daily, weekly or monthly)). Program area
staff will also prepare an extract of any related indexes to

accompany each transfer of publications. Destroy data

releases updated on a frequent basis when superseded by a
subsequent release and when no longer required for reference

purposes.

SR:

At the end of each calendar year, program area staff

will prepare a set of final information products,

prepared that year (except for certain datasets that

are updated on a frequent basis (e.g., daily, weekly

or monthly)) for transfer to the government archives.
Data releases updated on a frequent basis will be

destroyed when superseded by a subsequent

release and when no longer required for reference

purposes.

Program area staff will also prepare an extract of any

related indexes to accompany each transfer.

Final information products selected for full retention
have significant evidential, scientific, informational,
and reference value. They provide evidence of the
means used by government to disseminate official
information pertaining to the management of the
province's mineral exploration and mining sectors

CY

nil

SR
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10100 FINAL INFORMATION PRODUCTS A SA FD

and geoscience research activities. The BCGS's final
information products have significant scientific value,
as they document the results of original geoscience
research and illustrate the varied formats used to
disseminate scientific information and make is
accessible to government, the mineral exploration
industry, public safety agencies, environmental
organizations, communities, First Nations, research
organizations, and the general public. The associated
indexes have significant informational value and
serve as both an access tool and a key source of
metadata.

NOTE: The MINFILE tables posted to the BCGS website
daily are an example of dataset that will not be fully
retained. Instead, the data maintained in the
MINFILE System will be fully retained (secondary
20200-15). The same criteria apply to the ARIS,
COALFILE, and Property File Systems data extracts
frequently updated on the BCGS website.

NOTE: In addition to the set of publications transferred to the
government archives each year, program areas may
also retain an additional set for their ongoing
reference purposes. The set maintained for reference
purposes should be classified under ARCS
secondary 358-20.

-20 Publication design and review files SO Sy DE
(covers publication design, review, and editorial activities)
(includes publication initiation forms, checklists, consultation
records, manuscript drafts and reviews, peer-review
preparation and feedback records, photographs, and
publication proofs)
(arrange by publication type or name)

RETENTION STATEMENT

Destroy five years after the date of publication or when
publication development is cancelled, and when no longer
required for preparation of subsequent editions or future
publications.

SO: upon date of publication or when publication
development is cancelled, and when no longer
required for preparation of subsequent editions or
future publications

Key to ARCS/ORCS Codes and Acronyms

2023/02/15 Schedule: 164438 MMRE ORCS SECT1-7


http://www.bclaws.ca/civix/document/id/complete/statreg/15027
https://www2.gov.bc.ca/gov/content?id=F347119CB63441028A7ABC77DC1478DD
https://www2.gov.bc.ca/assets/gov/british-columbians-our-governments/services-policies-for-government/information-management-technology/records-management/arcsorcscodes.pdf
https://www2.gov.bc.ca/gov/content?id=D561A71AA6F24CBEAB00ACFCB5C45F0A
https://www2.gov.bc.ca/gov/content?id=D561A71AA6F24CBEAB00ACFCB5C45F0A

OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This is an approved information schedule, as defined by the Information Management Act (SBC 2015, c. 27). For
more information consult your Government Records Officer.

10100

FINAL INFORMATION PRODUCTS A SA FD

NOTE:

Final publications are classified under secondary
10100-10. Research project files maintained by
authors, including source research data used in the
publications, are classified under various secondaries
in this ORCS: geoscience research project files are
classified under secondary 20200-40 and 20200-50
while all other research project files are classified
under secondary 10700-20. For administrative
convenience, some authors may choose to file their
publication design and review records on their
applicable research project file.

END OF PRIMARY
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10200

10200

GRANT PROGRAMS ADMINISTRATION AND MANAGEMENT

Records relating to granting funds to eligible individuals, groups, and
organizations to promote and stimulate mineral exploration, mine development,
geoscience research, and related initiatives in British Columbia.

This primary covers the day-to-day administration of grant programs;
application review and approval process; and recipient reporting and
monitoring.

Grant programs are typically time-limited. Examples of past programs include
the: Prospector's Assistance Program; Accelerated Mineral Development
Program; Mineral Exploration Incentive Program; Financial Assistance to
Mineral Exploration (FAME) Program; Explore British Columbia Program;
Accelerated Mine Exploration Program; and various programs (e.g., Economic
Development Program) funded under the Canada-British Columbia Mineral
Development Agreement.

Funding is awarded according to established eligibility and program guidelines
stipulated in policies and procedures.

NOTE: Records relating to the financial management and control of grants
are covered under ARCS.

For the development, planning, and evaluation of grant programs, see primary
10700.

For eligibility criteria and associated policies and procedures, see secondary
10700-00.

For geoscience research project files, see primary 20200.

For Indigenous funding requests and agreement management, see primary
10400.

For grant accounting files, see ARCS secondary 1150-20.

For reference material/topical files, see ARCS secondary 358-20.

The ministry OPR is the program area responsible for the administration and/or
management of the grant program unless otherwise noted below. See specific
secondaries for OPR retention schedules.

GRANT PROGRAMS ADMINISTRATION AND MANAGEMENT A SA

FD

All non-OPR offices will retain these records for: SO nil

DE

-01 General CY+1y nil

RETENTION STATEMENT
Destroy at the end of the second calendar year.

DE

-05 Grant program administration files SO nil

DE
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10200 GRANT PROGRAMS ADMINISTRATION AND MANAGEMENT A SA FD
(covers records relating to the day-to-day administration of
grant programs not covered under a more specific secondary
in this ORCS or in ARCS)

(includes program status reports, meeting minutes, scoring

sheets, tracking sheets, lists, working materials, and

correspondence)

RETENTION STATEMENT

Destroy when no longer required to support the administration

of the program.

SO: when no longer required to support the administration
of the program

NOTE: Policies and procedures relating to grant programs
are classified under primary 10700.

-10  Grantee final deliverables SO 7y FR
(includes grantee final deliverables (e.g., studies, final reports
and prospector diaries))

RETENTION STATEMENT

Transfer to the government archives seven years after

deliverable is approved, and, if applicable, the confidentiality

period has expired, and when no longer required for reference
purposes.

SO: when deliverable is approved, and, if applicable, the
confidentiality period has expired, and when no
longer required for reference purposes

7y: The retention period satisfies branch operation and
reference requirements.

FR: The grantee final deliverables will be fully retained
because they document the finding of research and
exploration activities undertaken as result of grant
funding. These records contribute to the
understanding of the mineral exploration and mining
history of the province.

NOTE: Some of the grantee final deliverables are posted to
Property File, searchable via MapPlace and
MINFILE, and uploaded to the BC Data Catalogue.
Geoscience research grantee study results may also
have been published in Geological Fieldwork or in
another BC Geological Survey publication.

Key to ARCS/ORCS Codes and Acronyms
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10200 GRANT PROGRAMS ADMINISTRATION AND MANAGEMENT SA FD
-20 Grant program application files 7y DE

(includes applications, supporting documentation, approval or

rejection letters, agreements, progress reports, and

correspondence)

(does not cover grantee final deliverables - classify these

under secondary 10200-10)

(arrange by grant application number or grantee name)

RETENTION STATEMENT

Destroy denied, withdrawn, or abandoned applications seven

years after the denial, withdrawal, or abandonment. Destroy

approved applications seven years after grant program
conditions have been satisfied. Destroy approved applications
that are subsequently withdrawn or cancelled, seven years
after the withdrawal or cancellation.

SO: when application is denied, withdrawn, or
abandoned; or, if application is approved, when grant
program conditions have been satisfied; or, when
approved application is subsequently withdrawn or
cancelled

7y: The retention period is consistent with the related
grant program accounting files. The retention period
also satisfies the program areas requirements to
have access to previous applications while assessing
new applications.

DE: These records are appraised for destruction because
grant program activities are adequately documented
in grantee final deliverables (secondary 10200-10)
and post-grant program evaluation reports
(secondary 10700-05).

NOTE: Historically, applications and grantee final
deliverables may have been interfiled. To ensure the
grantee final deliverables are fully retained, classify
files organized in this manner under secondary
10200-10.

END OF PRIMARY
Key to ARCS/ORCS Codes and Acronyms
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10300 INCOMING CONSULTATIONS AND REFERRALS - ANALYSIS AND
RESPONSE

Records relating to the receipt, review, analysis, and response to incoming
requests, referrals and consultations.

The following are examples of activities that may trigger a request, referral or
consultation: development of land use plans; negotiation of agreements - where
the ministry is not a signatory (e.g., Economic Community Development
Agreements); First Nations treaty negotiations and proposed areas of treaty
settlement land; reserve creation and management (e.g., agricultural land
reserves, wilderness areas and reserves, and ecological reserves);
establishment or modification of existing parks, recreation areas or
conservancies; forest management; oil and gas related activities; transportation
activities; recreation areas, and watersheds. Referrals originate from
government organizations, non-government organizations, and the private
sector.

The applicable program area conducts analysis and prepares a response,
which may:

o describe conflicts or overlaps with existing reserve areas (see primary
40600 for a description of different reserve types);

. describe conflicts or overlaps with existing mineral, placer, and coal
titles;

. assess and describe the regional geology, mineral exploration and
mining history, and known mineral deposits in the impacted area;

. predict mineral potential in the impacted area; and

o forecast provincial revenues pertaining to mines.

This primary also covers referrals pertaining to proposed treaty settlement lands
that do not result in an application for a No Registration Reserve (NRR). If the
referral results in a NRR application, the referral records are filed with the
related application records (secondary 40600-20).

NOTE: This primary does not cover referrals initiated by the program areas
covered under this ORCS. These records are filed on the applicable
case file generating the referral (e.g., mineral, placer or coal lease
application file).

NOTE: This primary does not cover land use planning files where the
ministry is the lead or co-lead on the land use plan. For these files,
see primary 10700.

For agreements and memoranda of understanding, see ARCS primary 146.

For committees, working groups, and task forces, see ARCS primary 200 and
201.

For consultation and referral tracking, see secondary 10700-15.

For executive briefing notes and issues records, see ARCS primary 280.

For geoscience research project files and data, see primary 20200.
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more information consult your Government Records Officer.

10300

For land use planning files, where the ministry is the lead or co-lead on the land
use plan, see primary 10700.

For policies and procedures (e.g., methodologies, frameworks, guidelines, and
handbooks) used to inform land use planning, see primary 10700.

For records relating to the establishment and maintenance of mineral, placer,
and coal reserves, see primary 40600.

For records relating to the expropriation of mineral, placer, and coal titles and
the payment of compensation, see primary 40300.

The ministry OPR is the program area responding to the consultation or referral
unless otherwise noted below. See specific secondaries for OPR retention
schedules.

INCOMING CONSULTATIONS AND REFERRALS - ANALYSIS A SA
AND RESPONSE

FD

All non-OPR offices will retain these records for: SO nil

DE

-01 General CY+1y nil

RETENTION STATEMENT
Destroy at the end of the second calendar year.

DE

-20 Incoming consultations and referrals - analysis and SO nil
response files
(includes incoming referrals, notifications, requests, plans,
reports, supporting documentation and working files, research
and analysis records, meeting minutes (but not including
committee meetings), copies of briefing notes, responses
(e.g., maps, mineral potential models, mineral assessments,
land analysis tables, forecasts and other response types), and
correspondence)

(does not cover geoscience research project files maintained
by the BC Geological Survey (BCGS))

(does not cover referrals initiated by the program areas
covered under this ORCS or where the ministry is the lead or
co-lead on the land use plan)

RETENTION STATEMENT

Destroy routine referrals, notifications, and responses when
response (if necessary) is provided and when no longer
required for reference. Destroy records pertaining to more
comprehensive consultations and referrals (e.g., multi-year
plans, those occurring on a cyclical basis, or those involving
detailed research and analysis) when participation in the
consultation and referral process is concluded, and when no
longer required for ongoing reference, monitoring, and issues
management purposes.

DE

2023/02/15
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10300

INCOMING CONSULTATIONS AND REFERRALS - ANALYSIS
AND RESPONSE

SA

FD

SO:

DE:

for routine referrals, notifications, and responses,
when response (if necessary) is provided and when
no longer required for reference; for records
pertaining to more comprehensive consultations and
referrals (e.g., multi-year plans, those occurring on a
cyclical basis, or those involving detailed research
and analysis) when participation in the consultation
and referral process is concluded, and when no
longer required for ongoing reference, monitoring,
and issues management purposes

Various program areas receive and respond to
consultations and referrals and their retention
requirements vary considerably. Responses requiring
minimal research and analysis will only be required
for a short period whereas those involving detailed
research and analysis will have longer reference
requirements. Each program area is responsible for
determining their own reference needs.

These records are appraised for destruction because
comprehensive records of consultation and referral
outcomes are adequately documented in the
following:

e Cabinet records (e.g., Environment and Land Use
Committee minutes and reports and
recommendations submitted to the Committee);

¢ minutes of and reports submitted to related sub-
committees and ministry committees;

e records of the lead agency responsible for the
plan, agreement, proposal, consultation or referral,

e executive records (e.g., briefing notes and issue
files);

e final policies describing the process and
framework by which the program areas participate

in the consultation and referral activity (secondary
10700-00); and

¢ final information products (secondary 10100-10)
and the various geoscience data repositories
(secondary 20200-15), which document the
outcomes of BCGS research activities (e.g.,
prospective mapping programs, regional
geochemical surveys, and targeted mineral
deposit studies), all of which are key resources
used to respond to consultation and referral
requests.
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http://www.bclaws.ca/civix/document/id/complete/statreg/15027
https://www2.gov.bc.ca/gov/content?id=F347119CB63441028A7ABC77DC1478DD
https://www2.gov.bc.ca/assets/gov/british-columbians-our-governments/services-policies-for-government/information-management-technology/records-management/arcsorcscodes.pdf

OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This is an approved information schedule, as defined by the Information Management Act (SBC 2015, c. 27). For

more information consult your Government Records Officer.

10300

INCOMING CONSULTATIONS AND REFERRALS - ANALYSIS A SA
AND RESPONSE

FD

Additionally, consultation and referral outcomes
which impact existing titles or which result in an
application for a mineral, placer or coal reserve will
be fully retained (e.g., in expropriation and
compensation claim files (secondary 40300-20) and
in reserve and placer designated area files
(secondary 40600-20)).

END OF PRIMARY
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http://www.bclaws.ca/civix/document/id/complete/statreg/15027
https://www2.gov.bc.ca/gov/content?id=F347119CB63441028A7ABC77DC1478DD
https://www2.gov.bc.ca/assets/gov/british-columbians-our-governments/services-policies-for-government/information-management-technology/records-management/arcsorcscodes.pdf

OPERATIONAL RECORDS CLASSIFICATION SYSTEM

This is an approved information schedule, as defined by the Information Management Act (SBC 2015, c. 27). For
more information consult your Government Records Officer.

10400

10400

INDIGENOUS FUNDING REQUESTS AND AGREEMENT
MANAGEMENT

This primary covers records relating to funding projects and initiatives that
advance reconciliation with Indigenous peoples. The funds are allocated via
funding envelopes and programs, such as the Indigenous Funding Program
(IFP), a base budget program of the ministry responsible for Indigenous
relations. The IFP supports priority engagements, agreements, and strategic
initiatives between First Nations (FN), organizations that have collaborative
relationships with FN, and the natural resource sector.

The various branches identify funding projects and initiatives based on
government priorities and established criteria; submit the funding requests; and
manage the resulting funding agreement. A ministry funding coordinator may
also facilitate the requests and approvals for funding.

For briefing notes, see ARCS primary 280.

For committee files, see ARCS primaries 200 and 201.

For grant management and administration, see primary 10200.

For reference material/topical files, see ARCS secondary 358-20.

For the transfer under agreement accounting files, see secondary ARCS 1150-
30.

The ministry OPR is stated below. See specific secondaries for OPR retention
schedules.

INDIGENOUS FUNDING REQUESTS AND AGREEMENT A SA
MANAGEMENT

FD

All non-OPR offices will retain these records for: SO nil

DE

-01 General CY+1y nil

RETENTION STATEMENT
Destroy at the end of the second calendar year.

OPR:  Fund coordinator and branch submitting funding
request/managing the agreement

DE

-20 Funding files SO 7y

(covers files maintained by the various branches managing the
approved agreements with the funding recipients)

(includes copies of agreements, recipient monitoring and
reporting records, and correspondence)

(does not cover original agreements - classify these under
ARCS secondary 1150-30)

(arrange by agreement number, project or initiative name)

RETENTION STATEMENT

DE
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http://www.bclaws.ca/civix/document/id/complete/statreg/15027
https://www2.gov.bc.ca/gov/content?id=F347119CB63441028A7ABC77DC1478DD
https://www2.gov.bc.ca/assets/gov/british-columbians-our-governments/services-policies-for-government/information-management-technology/records-management/arcsorcscodes.pdf
https://www2.gov.bc.ca/gov/content?id=F65C6CDA8F3C4D8184698960FA0CE8FC
https://www2.gov.bc.ca/gov/content