
DATE: December 17, 2003

ATTENTION: ANTIDRUG/ALCOHOL PROGRAM MANAGERS

What is the purpose of this letter?  This letter is to inform you that your company has been randomly selected by the Federal Aviation Administration (FAA) to report on its calendar year 2003 drug and alcohol testing statistics by March 15, 2004.  It also explains new procedures for preparing and submitting the report.

Why does your company have to submit this report?  Companies that have been notified that they have been randomly selected to submit these reports are required to do so pursuant to FAA regulations 14 CFR Part 121, Appendices I and J.

What are the new reporting procedures?  First, the Department of Transportation (DOT) has mandated that FAA and the other DOT agencies use a new, single, one-page reporting form (U.S. Department of Transportation Drug and Alcohol Testing MIS Data Collection Form) for both drug and alcohol testing results.  Second, companies have the option of submitting their reports electronically over the Internet, or by mailing hard-copy paper reports.  Third, the Volpe National Transportation Systems Center (Volpe Center) will receive and process all reports, no matter how they are submitted.  They will operate a telephone hotline to answer any questions about how to prepare and submit reports.

How do you submit the report electronically?  Guidance for reporting electronically or with paper forms is enclosed, along with a user name and password for your company.  We strongly urge you to use this fast, easy, and accurate reporting mechanism.

First, go to the URL of the reporting website (DAMIS.DOT.GOV). Then 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, you click the “Submit” button.  If you later discover that you need to revise your report, you can do so until July 1 by reopening your report on the website.

How can you submit a paper report?  You can obtain a copy of the form by downloading it from the FAA Drug Abatement Division homepage at http://faa.gov/avr/aam/adap, or calling the Volpe Center Hotline (see below).  Instructions for completing the form are enclosed and can also be found in the FAA Drug Abatement Division homepage.

When you have completed the report, please mail it (one copy of the form for each employee category) to:

FAA DAMIS Office, DTS-781

Volpe National Transportation Systems Center

55 Broadway

Cambridge, MA 02142
Who should you contact if you have questions about completing and submitting MIS reports, or have difficulty obtaining the forms?  Please call the FAA Drug and Alcohol MIS Project Office Hotline at the Volpe Center at 888-596-9352 or e-mail FAADAMIS@volpe.dot.gov    

What if I have questions about the FAA drug and alcohol testing program regulations or policies, other than MIS reporting?  Please call Steve Hecht, FAA Drug Abatement Division, at 202-267-8843.

SOME REMINDERS ABOUT HOW TO COMPLETE YOUR REPORT

What is the difference between the FAA Plan ID/Registration Number and the FAA Certificate number?  The FAA Plan ID/Registration Number is the number assigned to your Antidrug Plan/Alcohol Misuse Prevention Program Certification Statement.  If your company has an FAA operating certificate, the certificate number is on that certificate.  The MIS reports ask for both numbers.

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 Aerosmith.  Please be sure to enter your principal DBA on the MIS report 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:  complete and accurate address; and that the names and telephone numbers of the preparer and certifying official are entered.  We also recommend that you use a dark leaded pencil or black ink if completing the paper form.  (Typing is also acceptable.)  

Should you mail a paper report by certified mail?  We recommend that you send paper reports by certified mail.  This provides you with a tracking system.  If questions arise as to whether your company sent in the report, certified mail provides you proof that the Volpe Center received the report. 

Is it okay to fax a paper MIS report to the Volpe Center?  Normally this is not a good idea.  Because more than a thousand MIS reports are received each year from the aviation industry, it is better if you send the reports by certified mail and best if you submit them electronically.

Sincerely

Diane J. Wood

Manager, Drug Abatement Division

Federal Aviation Administration

Enclosures




800 Independence Ave., S.W.


Washington, D.C.  20591








