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	Federal Aviation

Administration

	Memorandum


Date:

December 2008
To: 


Antidrug/Alcohol Program Managers
From:  

Drug Abatement Division
Subject:  

Management Information System (MIS) 

What is the purpose of this correspondence?  This correspondence is to remind you that your company is required by Federal Aviation Administration (FAA) regulations to report its calendar-year 2008 drug and alcohol testing statistics to the FAA no later than March 15, 2009.  To help you meet this deadline, we have included the procedures for preparing and submitting this information.

Why does your company have to submit this report?  Companies with 50 or more safety-sensitive employees that conduct FAA drug and alcohol testing, and all Part 121 certificate holders, are required to submit the Management Information System (MIS) report in accordance with the regulations found at 14 CFR Part 121, Appendices I and J.

Does your company have multiple operating certificates with separate A449 paragraphs in its Operations Specifications and/or does your company have a Program Registration(s) with the FAA’s Drug Abatement Division?   If yes, the Drug Abatement Division will issue separate letters for each certificate or Program Registration number that must report.  Your company must submit one Management Information System (MIS) report for each letter received, and the report must show the certificate or Program Registration number identified  as the User Name below.  If you have any questions about this reporting requirement, please call the Drug Abatement Division at (202) 267-8442 or send an e-mail to drugabatement@faa.gov.
What are the reporting procedures?  Companies should submit the report using the online system, referencing the user name and password provided below.  Only when an online submission is not possible should a paper report be submitted.  Please submit paper reports to the address below via certified.  Reporting instructions follow.

How do you submit the report via the Internet?  Guidance for reporting via the Internet follows. We strongly urge you to use this fast, easy, and accurate reporting mechanism.
· Go to the URL of the reporting website, http://damis.dot.gov.
· Enter your company’s user name and password, and follow the instructions in the enclosed guidance or on the screen.  
· After entering the data, you will be asked to correct any identified errors or confirm questionable data.  
· Finally, click the “Submit” button.  If you later discover that you need to revise your report, you can do so until August 1 by reopening it on the website.  If you submit your report electronically, you should request e-mail confirmation.  
For questions about how to complete the report via the Internet, call (202) 267-8442.
How do you submit a paper report?  If you are unable to submit your report electronically and must mail a paper copy, you are required to use the one-page reporting form (U.S. Department of Transportation Drug and Alcohol Testing MIS Data Collection Form) for both drug and alcohol testing results.  A copy of the form is available at the FAA Drug Abatement Division homepage, http://www.faa.gov/about/office_org/headquarters
_offices/avs/offices/aam/drug_alcohol/, or from the Drug Abatement Division, by calling (202) 267-8442.  Instructions for completing the form are enclosed and can also be found at our home page.
When you have completed the paper report, please send it by certified mail to:

Federal Aviation Administration

800 Independence Avenue, SW

Drug Abatement Division, AAM-810
Room 806, Attention: MIS Team 
Washington, DC  20591

What if you have questions about the FAA drug and alcohol testing program?  Please call or e-mail the Drug Abatement Division ((202) 267-8442 or drugabatement@faa.gov) with any questions about regulations, policies, or reporting requirements.
SOME REMINDERS ABOUT HOW TO COMPLETE YOUR REPORT

How do I submit data for different employee categories? You must submit a separate copy of the one-page paper report for each category of personnel that you employ.  The eight categories of safety-sensitive functions are flight-crew members, flight attendants, flight instructors, aircraft dispatchers, aircraft maintenance and preventive maintenance, ground-security coordinators, aviation screening, and air-traffic control.

What is a DBA?  This stands for “Doing Business As.”  Many companies use a different name for their daily operations than the name registered with the Drug Abatement Division.  It is very common for a company to have one or more DBAs—for example, ABC Aviation DBA XYZ Flying Service.  Please be sure to enter your DBA on the MIS report, along with the primary name under which the certificate is registered, to ensure that your company receives credit for submitting the report.
What are some other ways to ensure that the report is completed correctly?  Some things to look for when you complete the MIS report are that the address is complete and accurate and that the names and telephone numbers of the preparer and certifying official are entered.  We also recommend that you type paper forms; otherwise, use black ink.
Why should you send a paper report by certified mail?  Sending paper reports by certified mail provides you with a record.  If questions arise as to whether your company sent in the report, certified mail provides you with proof that the Drug Abatement Division received it.

Is it okay to fax a paper MIS report to the Drug Abatement Division?  No.  This is not a good idea.  Because several thousand MIS reports are received each year from the aviation industry, it is best if you send the report electronically and acceptable if you send it by certified mail.
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