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Department of Justice: Cnmmal Division: Phone Log Tracking 

The Cnmmal Division's attorneys provide advisory services to agencies and field US Attorneys 
who call the department for expertise. The Phone Log Tracking system allows the Criminal 
DIVISIonto record mformation about calls made and received in fulfilhng these advisory 
services. The system is mainly used for workload management purposes. 

l.lRfmts 
Information about phone calls is manually entered mto the system by attorneys loggmg a 

call. Some information, such as start/end times IS automatically populated by the system 
based on the user's actIOns. 

See master file disposItion. 

2. Master FIle 
The system records important details about phone calls received and made. These 

Include (but are not hrmted to) time, date, caller, subject matter, length of call, and notes. 
Calls can also be marked with status for reminders and any necessary follow up. 

DIspOSItIon: TEMPORARY, delete 10 years after end of year in which entry ISmade. 

3. Outputs 
The system IS set up WIth search capabilities for easy reference to responses ,>vIthSImIlar 

subject matter as well as a senes of reports produced on an as needed basis. The applIcation 
vnll prmt a description of the data logged for each call, aSSIst m generatmg a fax cover sheet, 
generate reports of calls still requiring actIOn, etc. 

DIspOSItion: TEMPORARY, destroy/delete when no longer needed for admimstrative use. 
(GRS 20) 

4. System Documentation 

Destroy when superseded or obsolete. (GRS 20) 
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