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FAA ADMINISTRATOR'S HOTLINE 

FAA Administrator's Hotline Files. Contain call records,
correspondence, reports, and related documents accumulated by
staff in the course of operation. 

a. Hotline Files 

(1) Paper	 Files Cutoff files annually.
Destroy when 5 years old. 

(2) Electronic	 Files Destroy individual data 
records when paper files 
are destroyed. 

b.	 Hotline System Documentation Update as needed. Destroy
superseded documentation. 

c.	 All offices Cutoff files annually.
Destroy when 2 years old. 

Background Information:
 

The FAA Administrator's Hotline is used by agency employees to
 
report personnel concerns, inequities, or operational safety

ideas that are not being addressed through other agency

processes. It is not intended to be used when other channels for
 
dealing with problems and solutions such as agency grievance

procedures, discrimination complaints or other formal appeal

processes exists. Nor is it to be used to bypass the exclusive
 
representation provided by bargaining units recognized by the
 
FAA. Access to the electronic system and the paper records is
 
restricted to the Administrator's Hotline staff.
 

System Details:
 

Paper Files are from 1984. Totnl cubic volQ~e: 78 Feet.
 
Annual accumulation: 9 cubic feet.
 

Electronic files are from 1984 in one continuous file.
 
Total number of records: 7,030

Current size of database: 2 million bytes.
 


