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1. PURPCSE. This handbook bulletin provides information pertaining
to the processing of admi nistrative enforcenent actions.

2. BACKGROUND. Federal Aviation Adm nistration (FAA) inspectors
have expressed concern that the current process for admnistrative
action is burdensonme and should be stream ined. A nunber of reports
and studies during the period from1989 to the present have

consi stently nmade the recommendation that the FAA streamine its

enf orcenent program by elimnating several procedural steps it takes
to i ssue adm nistrative enforcenent actions that appear to be sinple
and factually straightforward.

A, In 1998, Ceneral Accounting Ofice (GAO Report # RCED- 98-6
titled “Aviation Safety: Weaknesses in |Inspection and Enforcenent
Limt FAA in ldentifying and Responding to Risks,” reported that
i nspectors are underreporting safety violations. The report stated
t hat al t hough FAA gui dance requires inspectors to enter all observed
probl enms or violations, 35%of Flight Standards inspectors said they
reported half or fewer of the problens or violations they observed
during inspections in fiscal year 1996.

B. In Decenber 1998 the Administrator announced an initiative to
i npl enent a new “streantined adm nistrative action process” that will
reduce paperwork and shorten the tinme it takes to resolve certain
violations that do not pose a serious threat to aviation safety. The
new process will provide inspectors with a nore efficient way to
resol ve straightforward violations that do not warrant |ega



enforcenent action, and will address their concerns that the current
process for administrative action is burdensone and shoul d be
streani i ned.

C. This bulletin inplements the Adm nistrator’s initiative by
stream ining the internal processing of admnistrative actions
t hrough the use of a job aid and enhanced automati on. The new
process will facilitate the reporting of alleged violations and
reduce the tinme it takes to issue administrative actions. This
bull etin suppl enents, but does not replace, the current gui dance for
adm nistrative action that is found in chapter 11 of FAA
Order 2150. 3A, Conpliance and Enforcenment Program

3. GUI DANCE

A. Effective imediately inspectors may use the process outlined
inthis bulletin to address alleged violations that do not require
extensi ve investigation or warrant |egal enforcenent action. The job
aid (Figure 1) and automated i ssuance of a warning notice or letter
of correction provide anot her neans of processing routine
adm ni strative enforcenent actions. They do not replace the nore
formal process for taking adm nistrative action. The formal process
is described in chapter 11 of FAA Order 2150.3A. The job aid may not
be used for renedial training, self-disclosures, or cases where
further corrective action nust be taken

B. The job aid may be used when the alleged violation does not
requi re extensive investigation. For exanple, when inspectors
personal |y observe an alleged violation or when evidence is readily
avail able, the job aid may be used to docunment the facts and
circunst ances of the alleged violation. 1In these instances,

i nspectors mnmust speak with all eged viol ators about the nonconpliance,
advising themwhy their act or omission resulted in a regulatory
violation and that enforcenent action will be taken. A copy of the
conpleted job aid will NOT be provided to the alleged violator. The
conpleted job aid is an internal docunent that is used to facilitate
the entry of data into the Enforcenent Information System (ElS)

C. Before the information concerning the alleged violation is
entered into the EIS, inspectors nust determ ne that adm nistrative
action is appropriate under paragraph 205 of Order 2150.3A. This
i ncl udes revi ewi ng appropriate databases to ascertain the conpliance
history of the alleged violator. An Enforcenent Investigative Report
(EI'R) nunmber nust be entered on the job aid.

D. Administrative personnel will enter the information on the job
aid into the EIS. Based on the information entered into the EIS a
warning notice or letter of correction (see Figures 2 and 3) will be
generated and i ssued from Flight Standard Service, Regul atory Support
Di vi si on ( AFS-600) .



E. If the inspector deternmines that nore than n nimal
investigation is required for the alleged violation and
adm ni strative action is appropriate under paragraph 205 of FAA
Order 2150.3A, then formal procedures in chapter 11 of that order
shoul d be used. Inspectors should use such procedures when they
determine that a letter of investigation should be sent to the
al | eged vi ol ator.

F. Aletter of investigation will not be issued when using the job
aid, as solicitation of additional correspondence fromthe alleged
vi ol ator should not be necessary. |In accordance with the guidance in
chapter 2 of Order 2150.3A alleged violations nust be substanti at ed.
Items of proof, however, need not be gathered unl ess unusua
circunmstances are present. The EIR for these cases will consist only
of a conpleted job aid.

G In the event an administrative action is wthdrawn and no
action is determned to be appropriate, the alleged violator should
be notified of such in witing by the investigating office.
Appropriate field office and regional office entries will be made in
the EIS to close the case in accordance with O der 2150. 3A

H  The guidance in this bulletin supersedes existing guidance in
FAA Order 8700.1, General Aviation Operations Inspector’s Handbook
FAA Order 8300.10, Airworthiness Inspector’s Handbook, and FAA
Order 8400.10, Air Transportation Inspector’s Handbook when the job
aid is used for administrative enforcenent action.

4. ACTI ON.
A, Field Ofice Action

(1) Inspector. After deciding on the appropriate action
(Warning Notice or Letter of Correction), inspectors nmust conplete
the appropriate alleged violator identification, aircraft, and
vi ol ati on data sections of the job aid using the instructions
depicted in Figure 1.

(2) Data Entry. Personnel will ensure an EIR nunber is recorded
on the job aid and enter the job aid information into the EIS. The
only sanction codes available for job aids are 15 and 16.

(3) Management Review. Supervisors shall review job aids and
peri odi c managenent reports to ensure proper formconpletion, tinely
processi ng, and appropriateness in neeting conpliance end enforcenent
goal s and objecti ves.

(4) Record Retention. Conpleted job aids shall be filed in
accordance with local office policy and retained in accordance with
t he FAA expunction policy and records retenti on FAA Order 1350. 15;



Records Organi zation, Transfer, and Destruction Standards.

B. AFS-600 Action

(1) Issuance of Automated Letter. AFS-600 will issue an
aut omat ed warning notice or letter of correction based on data
entered into the EIS mainframe. This notice or letter will normally
be issued within 3 working days after EIS entry.

(2) Data Quality Assurance. Enforcenent records generated by
the job aid that cannot be processed due to data entry errors will be
annot ated as such and returned to the originating office for
correction.

(3) Managenment Reports. Standard reports will be available to
both district and regional offices to provide feedback to managenent
on the use of the streamined adm nistrative action process.

C. Regional Ofice Action. The appropriate regional division
shall review the standard reports for internal purposes.

5.  PROGRAM TRACKI NG AND REPORTI NG SYSTEM (PTRS). Aviation safety
i nspectors shall make a PTRS entry to record their actions directed
by this bulletin. The PTRS entry shall be listed as activity

code 1733, 3732, 5732, as appropriate. Inspectors shall use the
comments section to record observations and actions taken

6. INQURES. This bulletin was devel oped by the Conpliance and
Revi ew Team Questions regarding this bulletin should be directed to
Mark D. Weitzenhoffer, ANM 230, (425)227-2261.

7. LOCATION. The material in this bulletin will remain in effect
until it is incorporated into FAA Order 8400.10, Air Transportation
I nspect or’ s Handbook, FAA Order 8300. 10, Airworthiness Inspector’s
Handbook, and FAA Order 8700.1, Ceneral Aviation Operations

I nspect or’ s Handbook.

/sl
L. N chol as Lacey
Director, Flight Standards Service, AFS-1



Figure 1. Job Ad

This is a .pdf file. Acrobat Reader is required to view and
print this job aid. If you do not have Acrobat Reader, it can be
downl oaded free from ww. adobe. com

Acrobat Document



Figure 2. Warning Notice

(u Anytown FSDO

U.S. Department 123 Whispering Lane
of Transportation Anytown, US 54321
Federal Aviation (101) 555-1234
Administration

July 29, 1999

Jonathan Aviator . .
123 Golden Dr. Warning Notice

Anytown, US 54321

File Number: 1999DC050024
Reporting Inspector: Mary Smith

This notice cites an alleged violation(s) of the follow ng
Title 14 Code of Federal Regulations (14 CFR) sections that
occurred in klahoma City, OK on July 29, 1999.

Cite:
14 CFR 8121.542B Flight Crewmember Failed To Maintain Sterile Cockpit

The determination to issue this notice is based on the facts and circumstances surrounding the
alleged violation(s) that were discussed with you by the reporting inspector. If, within 30 calendar
days of the date of this letter, you wish to add additional pertinent information in explanation or
mitigation, write to:

Manager

Anytown FSDO

123 Whispering Lane
Anytown, US 54321

It has been determined that this matter does not warrant legal enforcement action; however, the alleged violation(s)

will be made a matter of record. Records concerning individuals will be expunged 2 years after the date of issuance.
Y our future compliance with the regulations is expected.

Additional Information On Back



Figure 2. Warning Notice

PRIVACY ACT NOTICE

This notice is provided in accordance with Section (€)(3) of the Privacy Act, 5 U.S.C. 552a(e)(3).

A. Authority: Thisinformation is solicited pursuant to 49 U.S.C. 40113(a) and the regulations issued thereunder
codified in Title 14 of the Code of Federal Regulations, part 13. Submission of information is voluntary.

B. Principal Purposes:
1. Tomake arecord of the circumstances that are the subject of this warning notice or letter of correction.
2. Toassist usin contacting you regarding this enforcement case.
C. Routine Uses: Records from this system of records may be disclosed in accordance with the following routine
uses that appear in the System of Records No. DOT/FAA 847, General Air Transportation Records on Individuals,
DOT/FAA:

1. To provide basic airmen certification and qualification information to the public upon request.

2. To disclose information to the National Transportation Safety Board (NTSB) in connection with its
investigation responsibilities.

3. To provide information about airmen to Federal, state, and local law enforcement agencies when engaged in
the investigation and apprehension of drug law violators.

4. To provide information about enforcement actions arising out of violations of the Federal Aviation
Regulations to government agencies, the aviation industry, and the public upon request.

5. To disclose information to another Federal agency, or to a court or an administrative tribunal, when the
Government or one of its agencies is a party to a judicial proceeding before the court or involved in administrative
proceedings before the tribunal .

D. Effect of failureto respond: Failure to provide information requested may preclude us from closing this matter
with awarning notice or letter of correction at this time. In addition, there may be delay in contacting you regarding
this enforcement case if necessary.

ABOUT ADMINISTRATIVE ACTION

Warning Notices and Letters of Correction are Administrative Actions. Administrative Action is authorized by
14 CFR part 13 and is routinely used for minor infractions instead of legal enforcement; (e.g., suspensions,
revocations, or fines).

Lega Effect. Neither a Warning Notice nor a Letter of Correction constitutes a finding of violation and, therefore,
notice and hearing are not required.

Recourse Available. The determination to issue the notice or letter is based on the facts and circumstances
surrounding the alleged violation(s) including any information you provided. An airman or company can introduce
additional pertinent information in explanation or mitigation by writing to the reporting inspector or district office
manager within 30 calendar days of the date of the notice or letter. Administrative Actions can be withdrawn.

Release of Information. When the FAA responds to Pilot Records Improvement Act (PRIA) requests, ONLY final
legal enforcement actions resulting in a finding of violation are released. Enforcement database information
pertaining to No Actions, Administrative Actions, or Legal Actions in process or under appeal, are NOT released
under PRIA. However, administrative action information may be released pursuant to a Freedom of Information Act
(FOIA) request.




Figure 3. Letter of Correction

Q

Anytown FSDO

U.S. Department 123 Whispering Lane
of Transportation Anytown, US 54321
Federal Aviation (101) 555-1234

Administration

July 29, 1999

Jonathan Aviator Letter of Correction
123 Golden Dr.
Anytown, US 54321

File Number: 1999DC050024
Reporting Inspector: Mary Smith

This notice cites an alleged violation(s) of the following Title 14 Code of Federal Regulations (14 CFR) sections that
occurred in Oklahoma City, OK on July 29, 1999.

Cite:
14 CFR 8§ 043.5B Person Did Not Properly Execute Form 337 Prior To Return To Service

The determination to issue this notice is based on the facts and circumstances surrounding the
alleged violation(s) that were discussed with you by the reporting inspector. If, within 30 calendar
days of the date of this letter, you wish to add additional pertinent information in explanation or
mitigation, writeto:

Manager

Anytown FSDO

123 Whispering Lane
Anytown, US 54321

It has been determined that this matter does not warrant
| egal enforcenent action, however, the alleged violation(s) wll
be nade a matter of record. Records concerning individuals wll
be expunged 2 years after the date of issuance. Your future
conpliance with the regulations is expected.

Additional Information On Back



Figure 3. Letter of Correction

PRIVACY ACT NOTICE

This notice is provided in accordance with Section (€)(3) of the Privacy Act, 5 U.S.C. 552a(e)(3).

A. Authority: Thisinformation is solicited pursuant to 49 U.S.C. 40113(a) and the regulations issued thereunder
codified in Title 14 of the Code of Federal Regulations, part 13. Submission of information is voluntary.

B. Principal Purposes:
1. To make arecord of the circumstances that are the subject of thiswarning notice or letter of correction.
2. Toassist usin contacting you regarding this enforcement case.
C. Routine Uses: Records from this system of records may be disclosed in accordance with the following routine
uses that appear in the System of Records No. DOT/FAA 847, General Air Transportation Records on Individuals,
DOT/FAA:

1. To provide basic airmen certification and qualification information to the public upon request.

2. To disclose information to the National Transportation Safety Board (NTSB) in connection with its
investigation responsibilities.

3. To provide information about airmen to Federal, state, and local law enforcement agencies when engaged in
the investigation and apprehension of drug law violators.

4. To provide information about enforcement actions arising out of violations of the Federal Aviation
Regulations to government agencies, the aviation industry, and the public upon request.

5. To disclose information to another Federal agency, or to a court or an administrative tribunal, when the
Government or one of its agencies is a party to ajudicial proceeding before the court or involved in administrative
proceedings before the tribunal .

D. Effect of failureto respond: Failure to provide information requested may preclude us from closing this matter
with awarning notice or letter of correction at this time. In addition, there may be delay in contacting you regarding
this enforcement case if necessary.

ABOUT ADMINISTRATIVE ACTION

Warning Notices and Letters of Correction are Administrative Actions. Administrative Action is authorized by
14 CFR part 13 and is routinely used for minor infractions instead of legal enforcement; (e.g., suspensions,
revocations, or fines).

Lega Effect. Neither a Warning Notice nor a Letter of Correction constitutes a finding of violation and, therefore,
notice and hearing are not required.

Recourse Available. The determination to issue the notice or letter is based on the facts and circumstances
surrounding the alleged violation(s) including any information you provided. An airman or company can introduce
additional pertinent information in explanation or mitigation by writing to the reporting inspector or district office
manager within 30 calendar days of the date of the notice or letter. Administrative Actions can be withdrawn.

Release of Information. When the FAA responds to Pilot Records Improvement Act (PRIA) requests, ONLY final
legal enforcement actions resulting in a finding of violation are released. Enforcement database information
pertaining to No Actions, Administrative Actions, or Legal Actions in process or under appeal, are NOT released
under PRIA. However, administrative action information may be released pursuant to a Freedom of Information Act
(FOIA) request.




