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PSATS CDL Program Guidance 
Record Retention Schedule 

 

General federal requirement. Each employer shall maintain the following original driver 

qualification records in a secure location with controlled access as per 49 CFR 382.401 for each 

of its CDL employees: 

 

Records to be retained for a minimum of one year: 

1. The employer’s copy of each CDL employee drug test chain-of-custody form and the 

accompanying MRO-verified negative drug test results letter. 

2. The employer’s copy of each CDL employee alcohol test results of less than 0.02. 

 

Records to be retained for a minimum of three years: 

3. Records relating to the annual review of each CDL employee’s driver’s license report 

(Form QUALIFY). 

4. CDL employee list of reported violations (Form CONVICTION). 

5. CDL employee accident reports (Form ACCIDENT).  

 

Records to be retained for a minimum of five years:  

6. The employer’s copy of each CDL employee drug test chain-of-custody form and the 

accompanying MRO-verified positive drug test results letter. 

7. The employer’s copy of each CDL employee alcohol test results greater than 0.02. 

8. Documentation of refusals to take required alcohol and/or controlled substances tests 

9. Records concerning a CDL employee's SAP evaluation and referrals. 

10. Records related to the administration of the alcohol and controlled substances testing 

programs, and a copy of each annual calendar year testing summary. 

a. Note: the records referred to in the last bullet point are provided to PSATS CDL 

Program members at the beginning of each calendar year. 
 

Records to be retained for duration of employment plus three years: 

11. Results of pre-CDL employment requests for previous CDL drug and alcohol test 

results (Form RESULTS). 

12. Record of supervisory employee’s training to order probable cause CDL tests.  
 

Over …  
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The federal regulations also determine that the following specific types of records shall be 

maintained. “Documents generated” are documents that may have to be prepared under a 

requirement of this part. If the record is required to be prepared, it must be maintained.  

 

A. Employer records related to the collection process:  

1. Documents generated in connection with decisions to administer reasonable 

suspicion alcohol or controlled substances tests (i.e., Probable Cause Form); 

2. Documents generated in connection with decisions on post-accident tests; 

3. Documents verifying existence of a medical explanation of the inability of a 

driver to provide adequate breath or to provide a urine specimen for testing; and 

4. A copy of each annual calendar year summary as required by 49 CFR 382.403. 

 

B. Employer records related to a driver's test results: 

1. The employer's copy of the alcohol test form, including the results of the test; 

2. The employer's copy of the controlled substances test chain of custody and 

control form; 

3. Documents sent by the MRO to the employer; 

4. Documents related to the refusal of any driver to submit to an alcohol or 

controlled substances test required by this part; 

5. Documents presented by a driver to dispute the result of an alcohol or controlled 

substances test administered under this part; and 

6. Documents generated in connection with verifications of prior employers' alcohol 

or controlled substances test results that the employer obtains. 

 

C. Records related to other violations of this part. 

 

D. Records related to Substance Abuse Counselor (SAP) evaluations: 

1. Records pertaining to a determination by a SAP concerning a driver's need for 

assistance; and 

2. Records concerning a driver's compliance with recommendations of the SAP. 

 

E. Records related to education and training:  

1. Materials on alcohol misuse and controlled substance use awareness, including a 

copy of the employer's policy on alcohol misuse and controlled substance use that 

meets the minimum requirements of 49 CFR 382.601 (Sample policy provided); 

2. Documentation of driver's signed receipt of education materials and personnel 

policy (Form Policy); 

3. Documentation of training provided to supervisors for the purpose of qualifying 

the supervisors to make a determination concerning the need for alcohol and/or 

controlled substances testing based on reasonable suspicion; 

 

F. Location of records. All records required by this part shall be maintained as required and 

shall be made available for inspection at the employer's principal place of business within two 

business days after a request has been made by an authorized representative of the Federal Motor 

Carrier Safety Administration. 
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