
Operator Change Data Entry – Single Serial Number
Conservation (E and G) > wells > Amend Permit to Drill
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* Operator change amendments that include 
more updates to the serial number than just the 
operator must be processed on a serial number 
basis. Serial number line with update should be 
marked with * to reflect additional updates.
1. Well Serial Num
2. Effective Date – effective date of operator 

change
4. Payment Type – drop down menu with 

options of
CORRECTION
PAID..$50 – incapable gas, stripper oil
PAID..$126 – oil, gas, SWD, other
PAID..$117 – obsolete. No longer used.
UNPAID – Status 22, Status 23

6. Invoice Num – sometimes listed on LT1 only
7. Organization – new operator code will be 

keyed in here
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Operator Change Data Entry – Single Serial Number
Conservation (E and G) > wells > Amend Permit to Drill
A. Enter into query mode (F7 or select the icon)
B. Enter Well Serial Num in Field 1
C. Enter Effective Date in Field 2
D. Execute query (F8 or select icon)
E. Verify correct well information (compare to form; confirm not a typo in SN, effective date, current 

operator.)

A  D

B C

F. Select Payment Type in Field 4
G. Key in Invoice Num in Field 5
H. Alter the criteria that needs changing other than operator (items flagged on form with * in this example, it’s 

the LUW)
I. Enter new operator code in Field 7, then select Tab. Select Verify, button 13
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Operator Change Data Entry – Single Serial Number
Conservation (E and G) > wells > Amend Permit to Drill

J. Proposed changes display in Comments Field 8. Delete anything that does not apply to the amendment 
(in this example, remaining text should only be Former Operator, Former LUW, and invoice reference)

K. Select Single Green Card button 9. Verify information on amended permit is correct- effective date, fee, 
new operator, associated changes, comments. If anything needs to be modified, update appropriate field 
on form; select Single Green Card again. Print on green paper.

L. Once updates verified as correct, select Update Single Well button 11
M. Distribute greens. Operator copy should be mailed to address on form (may be different than on green). 

Well file copy is attached to application. Production Audit is placed in their mail slot. District Office copy is 
placed in their mail. Book copy is retained for monthly stat verification.

N. If SWDs are included (Status 02, Status 09 well serial numbers), make a copy of the signed application and 
place in IMD’s mail box. 

O. Update Amendment on Hold spreadsheet date completed and distribution mailed.
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