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        P.O. Box 45155

      Salt Lake City, UT 84145-0155

                                                                                   www.ut.blm.gov
IN REPLY REFER TO:

1221/1278








October 3, 2003
(UT-950) P

Instruction Memorandum No. UT 2004-001
Expires: 09/30/2005
To:

All State Office Employees and AFOs
From:

Deputy State Director, Support Services

Subject:
Codes for Posting Directives to the Internet/Intranet

Purpose:  Washington Office Instruction Memorandum (IM) No. 2003-089, dated February 14, 2003, http://www.blm.gov/nhp/efoia/wo/fy03/im2003-089.htm, provided new definitions for access codes to be assigned to all Bureau of Land Management (BLM) directives, permanent (i.e., Manuals, Supplements, and Handbooks) and temporary (i.e., Instruction Memoranda and Information Bulletins).  These codes determine whether BLM directives are posted to the Internet and/or Intranet.  Many temporary directives are still being issued with the old codes.  Those codes are no longer valid and must not be used.  
Policy/Action:  Washington Office IM No. 2003-089 cancelled IM No. 96-60, Changes 1 and 2 and replaced the previous codes (i.e., P = public, N = non-public, L = limited, and R = under review).  Following are brief definitions for new access codes to be used on all BLM directives.  More in-depth definitions for the access codes below can be found in the WO IM.  

P = Public
Use on directives will full public access.


Directives with a “P” access code must be posted on both the Intranet and Internet.

I = Internal
Use on directives that can only be accessed by the BLM staff and that may require a
Freedom of Information Act (FOIA) request for public access.



Directives with an “I” access code must be posted only on the Intranet (internal website).

R = Restricted
Use on directives with access restricted to specific BLM staff.



Directives with an “R” access code must not be posted (linked) on either the Internet or

the Intranet websites.

It is the responsibility of the author of the directive to assign the correct access code.  If assistance is needed, contact Jeanine Hunter; State Records Administrator/FOIA Coordinator, or Rosie Geren, 
Management Assistant.  Staff assistants should ensure that all directives have been assigned an access code before the directive is formally issued.
On temporary directives (Instruction Memoranda and Information Bulletins), the access code will follow the subject code and office code, as follows:
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On a permanent directive (Manual, Supplement, or Handbook, and Transmittal Sheet Form 1221-1), the access code will be added to the title line, as follows:


1400-630 – ABSENCE AND LEAVE – (Internal)
Time frame:  Use of the new access codes was effective with WO IM 2003-089, February 14, 2003.  All directives issued must use the new codes.

Manual/Handbook Sections Affected:  BLM Manual 1221 – Directives and BLM Manual Handbook H-1221-1 – Writing and Formatting Directives.

Contact:  Questions regarding this IM may be directed to Jeanine Hunter.
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