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NOTE: THIS VDRP INTRODUCTION GUIDE IS APPLICABLE TO U.S. CERTIFICATED AIR CARRIERS OPERATING
UNDER 14 CFR PART 145. ALL SUCH OPERATORS ARE REQUIRED TO UTILIZE THE WEB-BASED VDRP FOR ALL

VOLUNTARY DISCLOSURES.

INSPECTOR/REGULATED ENTITY
ACTIVITIES

The next six exercises highlight the FAA Inspector and Regulated Entity activities as it relates
to VDRP.

STAGE 1: CREATING A NEW SELF DISCLOSURE

The objective of this review is to enable the user to successfully log into the web-based VDRP
as a Regulated Entity and create a new self-disclosure.

PREREQUISITES

Before a representative of the Regulated Entity can access the web-based VDRP, he/she must
be assigned a user ID and password by a Principal Inspector with responsibility for oversight of
that regulated entity.

User ID: Enter UserlD as assigned
Password: Enter Password as assigned

PROCEDURE
Perform the following steps to log into the VDRP application:

1. Enter the following VDRP-designated URL in the Address field of Internet Explorer:

https://av-info.faa.gov/vdrp

The VDRP Login page will appear as follows:
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Figure 1: VDRP Login Page

2. Type your assigned User Name in the User ID field, then press the TAB key.

3. Type your assigned password in the Password field and click .
If it is your first time logging in, you will get a password confirmation screen
which will require you to provide a new password and complete and/or verify
the data contained in your user profile.

4. Click the Create SD link on the left side of the screen.

The VDRP Self Disclosure page displays:
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10.

11.

Figure 2: VDRP Self Disclosure List Page Regulated Entity View

The VDRP Self-Disclosure List page shows a listing of all new self-disclosures

associated with your organization. Navigational tabs are also displayed, allowing you to
view and access Open, Closed, and Rejected self-disclosures.

Click on the Create SD link on the upper left side of the screen. The Initial Notification

screen appears.

R Federal Aviation
Administration

Waluntary Disclosure Reporting Program .. VORP
TestftE 1 Hormie Logout
Stage 1: Wnitial Hatification WiwiF el Help
or the
D Tithe
Save Pag
Subjeel” |
Natification Date™ -
Notfication Time -l - -
Briefly describe apparent viclstion Spell Check
|
|
ential tab. Yhen you have completed all forms, click the Submit button on the Submit
Chek Save Page belore you cortinue Save Page

Figure 3: Initial Notification Screen

Type a title for your report in the Subject field and press Tab.
Select the date of notification in the Notification Date field manually or using Calendar

3
lcon =" .

Enter the time of notification in the Notification Time field.
Enter a brief description of the apparent violation in the list box.

Click Save Page

. The information you entered has now been saved, and a new

Notification ID and SD Title are generated.

Click the

tab, to navigate to the next page. The Initial

Notification Action Screen appears.
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Figure 4: Initial Notification Action Screen

12. In the text field, enter text explaining the action taken after a violation was detected.

13. Click the ﬂl button.
14. Click. The Initial Notification Verify screen appears.
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Figure 5: Initial Notification Verify Screen

15. Answer each question by selecting either Yes or No.
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16.

17.

18.

19.

Select the appropriate option from the drop-down options to indicate the, “Media Used
to Notify Self-Disclosure’ option field.

Type additional sample explanatory text, in the clarification text field and click the

Save Page button.
Click , which will display the Initial Notification Submit
screen.

S2age 1: il Notc ation VorePrint Help
self Disclosures

S0 Tale Test disclosure

#5) and click Save Page

Fir d
Contact Information™ f
To cials in 14 CFR Part 11985 or 119,89 or io sttac

[ [ewwsws | Upisd

queniial tab. When you have comgleted all forms, click the Submbt button on the Subemit

Bave Page ]
ik % o the SC
Initial Notification Submit Dalate

Figure 6: Initial Notification Submit Screen

Select the appropriate business category. Select “Help” in upper right corner of the
page to determine the appropriate selection for your business.

20. Select the name of the Principal Inspector most likely to be responsible for handing the
initial review and acceptance of the disclosure being submitted.
21. Enter your Last Name in this box.
22. Enter your First Name in this box.
23. Enter your email address (or company phone number if no email address) in the
“Contact Information” box
. Browse... | . .
24. Upload the required letter by use of the button to select the desired file
. . Lpload
and upload the document via selection of the p4| button.
NOTE: THE UPLOAD FUNCTION IS ALSO AVIALABLE FOR ATTACHMENT OF ANY FILE, PHOTOS OR OTHER
DOCUMENT WHICH WILL AID THE FAA IN MAKING A DETERMINATION REGARDING ACCEPTANCE OG THE
VOLUNTARY DISCLOSURE.
25. Click the L22¥ Pag€ |1 iron.
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Delete |
NOTE: THE BUTTON ALLOWS THE REGULATED ENTITY TO DELETE THE CASE IN
INITIAL NOTIFICATION STAGE BEFORE SENDING IT TO FAA INSPECTOR.

2. Click the __ Submit [ .o

A VDRP Confirmation screen appears.

Microsoft Internet Explorer x|

\i:) Are you sure ol wank ko submik Ehis record?

Cancel |

Figure 7: VDRP Confirmation Screen

27. Click OK. A VDRP Record Submission screen appears

Microsoft Internet Explorer X

L] E Record Inserted Successfully and Email will be sent out ko all responsible parties
L

8]4 |

Figure 8: VDRP Record Submission Screen

If all information was entered correctly, VDRP confirms record submission and
automatically generates an email for all pertinent parties. If the information was not
entered completely or correctly VDRP identifies that data, and you will be prompted to
make the necessary corrections.
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STAGE 2: INITIAL NOTIFICATION RESPONSE

The objective of this lesson is to successfully log into VDRP as a FAA Inspector and respond to a
previously created self disclosure. This stage is called Initial Notification Response. Upon
completion of this stage, an email is generated and automatically sent to the Regulated Entity
of record.

PREREQUISITES

Before an FAA Inspector can access VDRP, they must be assigned a user ID and password.
Principal Inspectors have access based on their assignment as a Pl in WebOPSS. Principals
needing access to the system should contact the VDRP User Support at (877) 287-6731. Other
inspectors are granted access to VDRP by a Pl with authority on the Certificate(s) they will
work.

PROCEDURE

Perform the following steps to log into the VDRP application:

Enter the VDRP address URL into Internet Explorer: https://av-info.faa.gov/vdrp

User ID: Enter UserID as assigned
Password: Enter Password as assigned

B Federal Aviation |
B raministration

Woluntary Disclosure Reporting Program -- VDRP

Welcome Page

“Indicates & Reguired Field

Amentlen

ntralized, automated, and
tion will support all doc

ticated ugers can access this system, all transactions are encrypted using 128 bit Secure Socket Layer (55L) technology. You nf

Figure 9: VDRP Login Page
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1. Type your assigned User Name in the User ID field, then press the TAB key.

2. Type your assigned password in the Password field and cIick.

3. Click the View SD List on the left side of the screen.
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Figure 10: VDRP Self Disclosure List Page FAA View

The VDRP Self-Disclosure List page shows a listing of all new self-disclosures that
associated with certificate holders to whom the FAA inspector is assigned. Navigational
tabs are provided to, allowing you to view and access New, Open, Closed, and Rejected

self-disclosures.

4. The SD List page will open to the “New” Tab. Click Initial Notification Response link,
in the Next Action column, next to Test Self disclosure. The first page of the Initial

Notification Response screen appears.

VDRP Introduction Guide
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Havi: Page
Stage fior any modifications Send Back

Chick Save Page b

Chek Send Back 1

Click Subimit to complate.

Initial Notification Response Subimit

Figure 11: Initial Notification Response Screen

5. Select the name of the Principal Inspector (PAI, POI or PMI) reviewing the case from
the drop-down in the Name of approving Inspector field.

6. Type today's date in the Specify the Investigation Commence Date field.

7. Click the Yes radio button in the Is this a Valid Self Disclosure field.

If the submission is deemed valid, select the “Yes” button. If the FAA Inspector noted
missing information, invalid data or has a basis for rejecting the disclosure, select the
“No” option and the text field should be completed with explanatory information in
the Explain here, if this is not a Valid Self Disclosure field.

NOTE: IF THE FAA INSPECTOR SELECTS THE ““NO”” OPTION FOR ““IS THIS A VALID SELF DISCLOSURE”’

Send Back
FIELD, ENSURE THAT THE BUTTON IS DISABLED. IF THE DISCLOSURE IS INVALID,

FAA USER SHOULD NOT SEND THE CASE BACK TO THE REGULATED ENTITY.
THE ““SEND BACK’” BUTTON IS TO BE USED TO RETURN THE CASE TO THE REGULATED ENTITY FOR
EDITING AND RE-SUBMISSION

8. Optionally, upload any supporting files/documents if needed using __lEirn:uwse_,_

. . . pload
button to select the desired file and upload the document via ﬂl button.

9. Click the = P button.
NOTE: USING THE Bend ERck BUTTON, THE FAA INSPECTOR SENDS THE
VDRP Introduction Guide Rev. July 2010
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CASE BACK TO REGULATED ENTITY FOR ANY REVISIONS OR ATTACHEMENTS. RETURN OF THE FILE ALSO
RETURNS THE FILE TO THE INITIAL NOTIFICATION STAGE FOR COMPLETION AND RESUBMISSION BY THE
REGULATED ENTITY.

Submit l

10. Click . A VDRP confirmation screen appears.

Microsoft Internet Explorer x|

\?‘) Are you sure vou wankt ko submit this record?

Cancel |

Figure 12: VDRP Confirmation Screen

11. Click OK. Another confirmation screen appears with tracking data and email
confirmation information.

Microsoft Internet Explorer x|

L] "-.,‘ EIR Mumber associated with this case is 2010TEST4002,  &n Email has been sent out: to all relesvant users,
L

Figure 13: INR Submission Confirmation Screen

12. Click OK.
This concludes Stage 2, Initial Notification Response Part 1.

VDRP Introduction Guide Rev. July 2010
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STAGE 3: WRITTEN REPORT

The third stage of the VDRP process is Written Report. This stage provides more detail about he
self disclosure and must be completed by the Regulated Entity.

PROCEDURE
LoGIN TO VDRP

URL: https://av-info.faa.gov/vdrp

User ID: Enter UserID as assigned
Password: Enter Password as assigned

The VDRP Login page displays:

Federal Aviation FAAD
Administration

Woluntary Disclosure Reporting Program -- VDRP

Login Malp Welcome Page

“Indcates 3 Required Field

Amentlen

& VDRP User Guide

Alr Carrlars opes

All other ragulated anti
All authorizations ta utiliz

arvice Dagk Phone &: Toll free at 1-87
9-NATL-AVS-1T-ServiceDaskfaa.gov

ticated ugers can access this system. all transactions are encrypted using 128 bit Secure Socket Layer (§5L) technology. You nf

Figure 14: VDRP Login Page

1. Type your assigned User Name in the User ID field, then press the TAB key.

2. Type your assigned password in the Password field and cIick.
3. Click on the View SD List link on the left side of the screen.

The VDRP Self Disclosure page displays:

VDRP Introduction Guide Rev. July 2010
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https://av-info.faa.gov/vdrp
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Home

e List table displays information about each stage (see below for a brisf definition of each stage) in the selfdisclosure submissian process, and allows the usel

FAAg

Logout
Help

Designatodl

Figure 15: VDRP Self Disclosure List Page FAA View

Upon entry, the VDRP Self-Disclosure List page shows a listing of all new self-
disclosures that relate to your organization. Navigational tabs are also displayed,
allowing you to view and access Open, Closed, and Rejected self-disclosures.

4. Click on the
appears.

icon tab. The current list of VDRP open self-disclosures

5. Click on Written Report in the Next Action column next to the Test Self disclosure.
The first page of the Written Report screen appears.

VDRP Introduction Guide
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*indicates a requirad field Designator: TESUWW Revigw Cycle: 0
EIR Mumber: 2010TEST4002 SO Title:  Test disclosure
Complete the following required field(s) and click Save Page:

Wyritten Repaort Date 7i15/2010

Certificate Type®

Campany MName®

Company Address™

City™
State™
Zip Code®

=l

Far the purpose of identifying responsible personnel, please check the box for the activity below and type in the information requested for that
activity (Mote: if the same person will be used for multiple activities, check those activities first, then enter the requested infarmation for the
first selected such activity only):

[ Activity _______lLastName [FirstName [Position _[Phone __PhoneExt
Immediate Action
Comprehensive Fix
Discovered Alleged
“iolation
Filing Report
r Monitoring Implerentation
of Fix

Last Mame®

O on

=

First Marne®

Puosition®

Phone Mumber® Ext.

Email*

You rust complete all tab forrms by saving each form, then clicking the next sequential tab. When you have completed all forms, click the
Submit button on the Subrmit Tab form to send the form to an FAA Inspector for review and approval.

Click Save Page before you continue. Save Page |

Figure 16: Written Report Screen

There are eight tabs that contain screens that have to be updated for this stage.

Certificate Data (Name, Address, etc., should be pre-populated from the WebOPSS
database, but the data must be checked by the RE User for accuracy and entered if
incorrect or absent.

6. Under the General tab, from the Certificate Type field, select the certificate type
that most closely reflects the type of certificate held by your office. For the purposes
of this exercise, select Other.

7. Enter the Company Name field.
8. Enter the Company Address field.
9. Enter City.

10. Enter State from drop-down list.
11. Enter Zip Code.

12. Select the checkboxes appropriate to the individual whose name is being entered.
Thus, if one individual will be responsible for all listed activities, check all activities,
then enter the Individual’s name, position and contact data. Having checked multiple
boxes will preclude having to enter the same data multiple times.

VDRP Introduction Guide Rev. July 2010
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13.

14.
15.
16.
17.
18.

Once the checkbox or checkboxes applicable to the individual have been checked,
complete the name and contact data. If each activity is associated with a different
individual, each will require completion of the name and contact data and will require
the user to check a box and then enter the applicable individual’s data.

Enter the individual’s Last Name.

Enter the individual’s First Name.

Enter the individual’s Position.

Enter the individual’s Phone Number and extension if applicable.
Enter the individual’s Email address.

Save Page

19. Click the

button.

20. Click the

data.

2-Description |

Tab. The Description Screen appears, with some populated

TestRET
Stage 3 Wiittan Roport

Valuntary Disclosure Reporting Program — VORP

wiPrind Halp

21.
22.

23.

VDRP Introduction Guide

Select FAR

Save Page

Figure 17: Written Report Description Screen

For this exercise we will specify a FAR (Federal Aviation Regulation) to associate the
violation with. To specify a FAR, perform the following steps, and then continue with
the remaining steps to complete this exercise.

Select FAR

Click the button. A FARs list box appears.
Select a FAR from the the listbox.

Hint: Begin typing the FAR number you wish to enter (e.g. entering 121 will limit the
list to only 121 regulations, or entering 121.3 will limit the list to those regulations
which begin with 121.3 through 121.399. Entering a portion of the regulation will
significantly speed the selection process.

Note: This might take a few minutes for the listbox to populate.
Once the appropriate FAR is displayed on the list, select it from the list.

Rev. July 2010
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24.
25.

26.
27.
28.
29.
30.
31.
32.
33.
34.

35.

36.

37.

38.

39.

VDRP Introduction Guide

Add FAR i

Click the button. The FAR is displayed on the page.

If additional FAR’s are to be cited, repeat the process until all applicable FAR’s have
been added and then proceed to the next step.

Enter the date when the apparent violation was discovered as the Date Discovered.
Select the Time Discovered.

Enter the Location of Discovery field.

Enter the cycles and/or select the time the violation remained undetected.

Enter Last Name of individual who discovered the apparent violation.

Enter First Name.

Enter Position of individual.

Enter the Phone Number and extension if applicable.

Enter the email address of the individual.

Click the Save Page button.
Select the . tab. The Written Report Summary Screen displays.

Stage 3: Written Repont Vigw/Print Help

 High  High  Maoderate " Moderats
High © Modurats  Moderate r Low
© Moderste © Moderate  Low T Low

Click Sawve Page before you contineo Save Page
Figure 18: Written Report Summary Screen

Enter a detailed summary of the incident in the Summary Violation field.
Note: You may cut and paste text into this box or edit within the box.

Complete the Risk Assessment Module by selecting the appropriate button in the Risk
Assessment Table for the likelihood or occurrence and potential severity posed by the
violation(s) as presented in this disclosure.

Save Page

Click the button.

Rev. July 2010
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40.

41.
42.
43.
44,
45.
46.
47.

48.

49.

Select the

button. The Written Report Action screen appears.

Faderal Aviation
Administration

Figd

Voluntary Disclosura
Reporting Program

Sadf Disclosures
* Create 5D
* Wiew SO List

Admanistration
* updats Profile
» thange Pasaveord

Holp
o Coreral ek
o Faadback

* Ralasss Motes

Dacumants
* VORP llsar Guide
® Tnbesdution Culde
* WDRD FAQs

Voluntary Disclosure Reporting Pragram . VDRP
TestRET Hornie

Stage J: Written Report View/Prini

Click an #ach 13b to comglate all fislds raquirad for the Written Repart farm
[t Gomoral | | action | SAnaiysie | 7 rauprment | o subeit |
Tindicates a required field Dessgnaton, TESW Review Cycle. 0

EIR Number. 2010TESTA002 S0 Title  Test disclosure

Complete the following requined fedd(s) and click Save Page

Spell Chisck

|

Regulated Erdity Respansible for Immediste Action

Last Name™ ——
First Hame® -
Posilsan® -
Phone Humber e[

Email [

You must complets all 1ab forme by savng each form, than clicking the néxt saquential tsh. Whain you have campleted all forms, chek the
Submit buttan on the Subrit Tab farm 10 $end the fom to an FAS Inpectar for review and appeoval

Click Sawe Page before you continue Save Page

Logout]
Help

Figure 19:

Written Report Action Screen

Enter the Action Date.

Enter descriptive text for the action in the Description field.
Enter the individual’s Last Name.

Enter the individual’s First Name.

Enter the individual’s position title in the Position field.

Enter the individual’s Phone Number and extension if applicable.
Enter the individual’s Email address.

Click the ﬂl button.

Select the

VDRP Introduction Guide
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button. The Written Report Analysis screen appears.
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50.
51.

52.

53.

54.

Voluntary Dicclosurs
Reporting Program

® Wiew 5D List

Adnnistration
* updats Prafile
® thangs Passmard

» WORP FAQs

Voluntary Disclusute Reporting Program - VORE
TestiE? Home
Stage 3: Whitten Report View/Piint

Click on aach 138 to complate all fiakds required for the Written Repart fomn

[ tcnerat | 2 oescrotion | v timmary | snction | s onive Jscome to | ttasomant | o st |
* indicates a required fiald Desgnaton TESW Revew Cycle. 0
EIR Number.  ANMOTES 14062 20 Tithe,  Test disclosure

Complete the lollowng reguied fedd(s) and chck Save Page

Summary of Anslygis® Spell Chack

=

B

Fensan why the wolstion was inedverdent™

(0

Supparting Endence®

You must compbete o tab Sorms by sawng vach form, then clicking the nexl sequential tab, When you hive completed all forms, chck the
Submit button on the Subrit Tab form to send the form to an FAR Inspector for revew and approval

Click Save Page before you continue S Page |

Logay
Help

Figure 20

Enter a su

: Written Report Analysis Screen

mmary of your root-cause analysis.

Enter a brief summary of why the event should be considered accidental or
inadvertent.

Enter any supporting evidence for the conclusion that the event was accidental.

Click the

Select the

appears.

tab. The Written Report Comprehensive Fix screen

Faderal Aviation
Administration

Fana

Valuntary Disclosure
Reporting Program

Salf Disclnsurns
* Crmate 40
® View S0 List

Advninstration
* update Brofils
* thange Password

Help

* General Help
* Feedback

* Release Notes

Documents
* VODRP User Guide
* Introduction Guide
* VDRP FAQs

Valuntary Disclasure Reparting Pragram .. VDRP
TestRET Hama
Stage 3: Written Repori WiewiFrint

Chiek an dach tab 1a complate al fiolds roquired far the Wiitten Repon farm

1 conerul | ssommary | anction | sanabvris ] oo i | tavipmant | esube |
*indicatas & raquired fisld Designator TESW Review Cycle: 0
EIR Number  Z010TEST4002 S0 Tile:  Test disclosure

Complete the following required field(s) and click Save Page

Chek Add Step 1o drsplay the required felds, then complete the fields that dreplay to defne the proposed sleps for hng the wolabon
conditions.

Carmprahangive Fix Detailed Description®
Mo Comprehensae Fix Steps created

Logoul

Help

Figure 21

: Written Report Comprehensive Fix Screen
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55.

Note: The Comprehensive Fix may have only one step to address the identified deficiencies
or it may have many steps. The system allows for addressing multiple unique steps with

Add Step |
Click the button .The Written Report Comprehensive Screen with

additional steps appears. This provides for dividing the implementation of the
corrective action into detailed steps.

Voluntary Disclesure Reporting Program - VDRP
TastRi1 Homa Logout

Stage 3: Writlen Repart ViewrFnm Help

Compeshensive Fix Dataded Description”
Mo Comprehenswve Fix Steps crested

Test Lastname

Test Firstname

Save Page | Cancel |

Figure 22: Written Report Comprehensive Fix Screen with Additional Steps

differing beginning and start dates.

56.
57.
58.
59.
60.
61.

62.

VDRP Introduction Guide

Enter the Task Name.

Enter the Task Fix Beginning Date.

Enter the Fix End Date.

Enter a description of the Comprehensive Fix in the next field.
The Last Name field is populated from General tab field.

The First Name field is populated from General tab field.

Save Page

Click the button. The Comprehensive Fix screen appears.
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4 Fadaral Aviation
Administration

FaAgd

Voluntary Disclosure Voluntary Disclosure Reporting Pragram - VDRP

Heporting Program TsRET Hame
Slage 3. Wrillen Report ViewiPrird

Sull Dischosures

* Create 30
Click on esch 1ab to complete all fields requirad for the Written Report fam.

[ i-Gemerat | 2-Deseription |3 summary | dnction | sAnatysie ] bcorne i |7 Epdpment | b suenin |

® Wi 30 List

Admanistration
+ Update Profile R
« Ehumge Passvrord indicates a nequired field Diesignator TESW Reviow Cyele: 1
Halp N -
A R Humber: 2010TESTADOZ SO Title:  Tast disclasura
» Eaadback
* Ralease Notes Complete the follawing required fiekd(z) and click Save Page
Chick Add Step to duplay the requeed fields, then complete the fields that display 1o defing the proposed steps for fixing the viokstion
[—— conditions.
& VORD User Cuide
# Tt e Guidda Comprehensive Fix Detailed Description™
o vpmeraue Stop Dagin Date End Date
Test Task TR0 71132010 Edt___ Delete

Add Step

Lagout]
Help

Figure 23: Written Report Comprehensive Fix Screen with Edited Step

63. Click the tab. The Written Report Equipment screen appears.

4 Fadaral Aviation
Administration

FAAod

valuntary Disclosure Voluntary Disclosure Reporting Progsam - VORP

Reporting Program TestiET L,
Stage 3. Wrilten Report igwlPrint

alf Dischosuras

. Crests 5D
& Wiew 30 Ust Click on each 1ab to complete all fields required for the Wrtten Report form.

_t-conerat | z-Descrption | _s-summary | d-ncton | _3-anabysis | o-comp.pix ] 7 cqupenent ] s-submit

= Update Prafile

« change Password " indicstes & required field Designator, TESW Review Cycle, 2
Halp 18 Mumbar, G 1400 20 Tilhe.
& Conaral Help EIR Mumber. 2010TEST4002 S0 Tibe,  Test disclosure
Ferdlach
* Release Hutes Complete the following required field(z) and click Save Page:

When you select an Equpment Type, a list of links dispbays for you o choose the Equpment Model that comespands to the type of
Detuments equipment selected

* VORP User Cuide
* Intrdusction Cuide

Seloct equipment Type® -
. WDRB FAGS

Once you select the desired Model, Click the Get bution to fil the Make, Group and Model fields.
Select desired model” v/ Gt
Equiprent Make

Equipenent Group

Usar My anbht Muliphe RAGITATAN NUmBAc # rgutianon Sumbast 45 MOAUSA by 8 CHMmL, (4.3, FISTUM, NISIUL, NSTUM, 4t}

Aircra Regstratson Number [

Aircraft Serial Number

Equipment Madel®

Click Sawve Page before you continug Save Page I

Lagou]
Hilp

Figure 24: Written Report Equipment Screen

64. Enter the Equipment Type.
65. Enter the Aircraft Registration Number and Aircraft Serial Number.

66. Click the ﬂl button.
67. Click the

VDRP Introduction Guide
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Valuntary Disclosure Woluntary Disclosure Reponting Program - VDRP

Reparting Program TastRET Home Logoud
Slage 3. Wrillen Report VB Help

Snlf D humures

Click Browse, saloct the desined Sle, then click Uplaad

,7 Browse... Wpload

™ &Yes THo

1 o, Explaen? Spall Check

=
|
Implen |
w51 Lastnarm
Test Firstname
P et positian
Phone Number E 55554557 Ent
[ |afs230-virpidaa. gov
¥ou must oo hf Whis you haer complotod all forms click the
Submit butt d the Ap e
lick Save Page bel Save Page
Click Submlt to complete.
Written Report Submit J

Figure 25: Written Report Submit Screen

68. Optionally, you may attach supporting documents (digital photos, documents, etc.)

69. Select the Yes or No radio button option for “Is the Written Report Complete?” If the
report is not complete, it may not be accepted by the system and/or may be
subsequently rejected and returned to the RE by the reviewing inspector.

70. The contact information fields should already be populated with previously entered
data.

Save Page

Submit h
72. Click the button. A confirmation window appears.

73. Click OK. A confirmation screen appears denoting successful completion of this stage.

Microsoft Internet Explorer 1 ﬁ[

L E Written Report submitted successFully and Email will be sent out to all responsible parties
L

71. Click the button.

Figure 26: WR Submission Confirmation Screen

This concludes Stage 3, Written Report. Proceed to the next exercise for Stage 4,
Written Report Review.
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STAGE 4: WRITTEN REPORT REVIEW

The fourth stage of the VDRP process is Written Report Review. This stage provides more detail

about the self disclosure and must be completed by the FAA Inspector.

PROCEDURE

To complete the Written Report Review stage, there must be a previously submitted Written

Report, and you must be logged in as an FAA Inspector, to view that report.

Login URL: https://av-info.faa.gov/vdrp

User ID: Enter UserID as assigned
Password: Enter Password as assigned

The VDRP Login page displays:

j Federal Aviation
Administration

Voluntary Disclosure
Reparting Pragran

& Logen Melp. Welcome Page

“Indhcates 3 Requined Field
. w001

. AL so-IEE

. Dark 143

& FAA Ordor F090.50

& VDRP User Guide
* VORE FAQ's - Bagulated fntities
& VORP FAQ'S - FAA Users

* VORE Introduction Gulde - Ropair

All other regulated an

Welcomal

IT Service Dotk Phane #
55 9-NATL-AVS-IT-Serv

Ci

Only authenticated users can access this

sysh

All authorizations to utilize the web-basad VDRP system will §

ated FAA officials and regulated
din AC 0

free

fa

e

Password *

At 1-877-AVE-NSO1 or 1-R77-287-6731

3,90V

All transactions are encrypted usi

Woluntary Disclosure Reporting Program -- VDRP

tities & centralized, automated, and secure web appl
0-56 as revised. The application

ing 128 bit Securn

, CONtinUS to
y Part 145 Rap
he left margin ar

ill appear upan lag

er (S5L) technology. You n

van.of

Figure 27: VDRP Login Page
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https://av-info.faa.gov/vdrp

4 Federal Aviation

For Mew and Dpen selkdisclosures, o

2N0TESTA02 Test desclosure

1

Initial Notification (Crea 50

FAA.gow Home | Privacy Policy | Wb Palicies b Notices | Cantact s | Help

Raaders & Viewrerss POF Ruadar | M3 Har

FAA.
Administration ”
valuntary Disclosurs Valuntary Disclosure Rieporting Program . VORP
Reporting Program TESTTAA Home Logout
Sell Disclosure List Halp
Salf Dlsclosras
® Viaw S0 Liat
The desplays informiataon about each stage (see below for & brel definibion of each stage) in the selfdisclosure subrmssion process, and allows the use
ace etion

<k on the Next Action link Lo begin the nest step in the self-disclosure submission process

(Siage|  Roguirad Form Responsible Person)

Regulated Entity

1
2 Initial Motifcation Response FAA Inspector
3 Wiitten Repot Ragulated Entity
4 Witten Report Roview  FAA Inspector
5 Surwillance Fid, Inspiscton
o B Inspector Signolf FAA Inspecior
& Tevbrusdu tioe
& VORP FAQs

4 Winwer | M3 PewmPaint Viewsr | HE Encel Yiewer

Notification Date
onszamo

Designatorll

iras)
‘Whitten Report Review TESw

Figure 28: VDRP Self Disclosure List Page FAA View

The VDRP Self-Disclosure List page shows a listing of all new self-disclosures and
provides navigational tabs to view and access Open, Closed, and Rejected self-

disclosures.

1. If the Open tab is not selected, select it now. Then, click on the self disclosure that
displays Written Report Review in the Next Action column. The edited version of that
self disclosure is then displayed.

VDRP Introduction Guide
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1-EIR Form 2150-5 and RAM

*indicates a required figld.
EIR Mumber 2010TEST4002 Review Cycle 1 Designator ID TESW

Self Disclosure Title: Test disclosure

Specify all required fields to complete the Enforcement Investigation Repord Form 2150-5 (EIR Form 2150-5)

Review the Equipment information as desired.

Aircraft, Engine, Propeller, Com t or Appliance Involved
Equipment Type
Equipment Make
Equiprment Model
Equiprment Group

K I3

Aircraft Registration Mumber

aircraft Serial Mumber
Complete the following fields using the drop-down arrow listings, then click Save Page to continue.
Type of Violation

SO Identity Code®

Operation Type*

Operation Sub-Type*

Winlation Category™®

Yiolation Source®

|
|
M=
|
|
Accident Associated” |
Field Office Recommendation
Problem Category* I—LI
[
|

Problem Code*

=

Fix*

Risk Assessment Matrix(RAM):
Deterrine the sevarity and the likelihood of occurrence. In the table, move to whers your determinations intersect and
select; this gives you the level of safety risk.If you need more info, click an helg link.

SEVERITY
Catastrophic ____[Critical _______[Marginal _______Negligible
" High ' High ' Moderate ' Moderate
" High ' Moderate ' Moderate © Law
 hoderate ' hoderate C Low C Low

Figure 29: Written Report Review Screen (page 1)

The Written Report Review page displays. The Equipment Type, Equipment Make,
Equipment Model, and Equipment Group fields display with values previously selected by
the Regulated Entity when completing the 7-Equipment Tab page of the Written Report.
If corrections are required, see the VDRP User Guide for instructions on how to use the
“Change Status” functionality to return the case to a prior stage for editing.

Select the appropriate SD Identity Code from dropdown list.

Select the appropriate Operation Type from dropdown list.

Select the appropriate Operation Sub-Type from dropdown list.

Select the appropriate Violation Category from dropdown list.

Select the appropriate Violation Source from dropdown list.

Select the appropriate Accident Associated option from dropdown list.
Select the appropriate Problem Category from dropdown list.

Select the appropriate Problem Code from dropdown list.

10. Select the appropriate Fix from the dropdown list.

LOCO\IO)U'I-&OJI\)
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11. Complete the Risk Assessment Module by selecting the appropriate button in the Risk
Assessment Table for the likelihood or occurrence and the potential severity posed by
the violation(s) as presented in this disclosure.

12. Click the L22¥e Page | ion.
. | . . .
13. Click the Tab. The Written Report Review Submit
screen appears.
Stage 4: Written Report Review Download 2150 Form WView/Print

Salf Disclosures

¢ Wiew D List Click on each tab to cormplete all fields reguired for the Written Report Review form

Reports
v
* Executive Reports *indicates a required field
* VDRP Rollup Reports
EIR Number 2010TEST4002 Review Cycle 1 Designator ID TESW

Administration Self Disclosure Title: Test disclosure

update profile

Add New User

Edit User Complete the following required field(s) and click Save Page:

Change Password
thange 5DStatus
Rescind Case

© Accept

Do you accept the ‘Written Report?*
€ Return to operatar for revision

Help

* General Help Is upper management intervention required?™ C¥es ClNo
» Feadback 2
+ Release Notes Comprehensive fix implementation dead|ing™ >
FAA Inspector Mame* [ =l
Documents Comments: Spell Check
+ VDRP User Guide =
* Introduction Guide
* VDRP FAQs
Rescind case? (Rescinding case will immediately close case without any action.) -

To upload any docurnent, click, Browse and select the desired file by clicking on it's name. Then, select, Upload. Werify the proper file name has
been uploaded to the WDRP web-tool

_Browse | Upload |

[You can viswthe uploaded fila() also in the Self-Disclosure Details Page after Wiitizn Report Revizw is submitted. (click the Wisw SD List link, then click the corrsspending SD Title
link). G0 to the Written Report Review section to view the altached authorization letter o this WWiitten Repord Review stage.]

You must complete all tab forms by saving each form, then clicking the next sequential tab. ¥When you have completed all forms click the Submit
buttan. Once submitted, the Regulated Entity is notified via email of completion

Click Save Page befare you continue Save Page

Click Submit to complete

Written Report Review Submit |

Figure 30: Written Report Review Submit Screen

You can either accept this Written Report, or return the report for further updates or
revision. For this exercise we will accept the report.

14. Select option of Accepting the written report or Returning it to RE for Revision(s).
15. Select the option of requesting upper management intervention.
16. Enter a Comprehensive fix implementation deadline.

17. Select the Responsible Principal Inspector’s name from the FAA Inspector Name
dropdown list. (This list is generated from WebOPSS data).

18. Enter any comments which will aid in understanding the handling of the case in this
stage. (eg. If the case is returned to the RE for revision, what revisions are required?
Or, if the inspector and RE conclude, based on the investigation surrounding the
written report, that no violation took place and the Inspector could enter an
explanation for that conclusion in the comment box. (See the VDRP User Guide for an
explanation of the “Rescind Case” functionality.)

19. The inspector may also attach any documents he/she desires to make a part of the
record by selecting those records and uploading them to the file.
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20. Click the L>ave Fage

Submit |

21. Click button to complete this stage. Your file is saved and an email is
sent to all pertinent parties.

button.

Microsoft Internet Explorer ] ﬂ

L] ': \Writken Repart Review Submitted successFully and Email will be sent aut ko all responsible patties,
[

Figure 31: WRR Submission Confirmation Screen

22. This completes Stage 4, Written Report Review. Continue to Exercise 5, Surveillance.

STAGE 5: SURVEILLANCE

The fifth stage of the VDRP process is Surveillance. The purpose of this stage is to ensure that
the steps defined in the Written Report are being implemented. This stage must be completed
by the FAA Inspector.

PREREQUISITES

To complete the Surveillance stage, the Written Report has to previously been reviewed and
submitted.

PROCEDURE
Login URL: https://av-info.faa.gov/vdrp

User ID: Enter UserID as assigned
Password: Enter Password as assigned

From the Self-Disclosure List Page, perform the following steps:

1. Click the View SD List link in the left column. The available self-disclosures, along with
their current stages are displayed. If not already displayed, select the “Open”
navigation tab.
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Federal Avialion ranad
Adminisiration

Voluntary Disclosure Voluntary Disclosure Reporting Progsam - VDRP
Reporting Pragram TESTTAA Home Logeut
Sell INschosure List Help
alf Dischosuras
o Wiaw 50 Lst
The Self-Disclosure List table dieplays information shout each s1age (zee below for & briel definition of each stage) in the zelf.disclosure submission process, and allows the uss
PRaports sccess the required forms for completion
+ Slandard Repurts
# Exwculive Roports Eor New and Dpen selbdisclosures, chck on the Next Action hnk 10 bege the rext $lep m the selbdrsclosure submisson process
& WDRP Relhup Reports

Admanistration
update Profile
Add baw Usar
Fit e

OTESTL002 Test de sure OFNSR010 Surmill
thange Dassvwned 1

thange $D%tamss

FRescind Case
(Stage]  Required Form esponsible Person

Malp 1 Inilsal Mot atson ceraam se1 Regulated Entdy
——. 2 Initial Nobcation Response FAA Inspecion
: L:T::':tm. 3 ‘Wntien Report Regulsted Entity
: 4 Witlen Report Review  FAA Inspectar
5 Surveillince FAA Inspaciar
Dmmanis B Inspecier Signoff FAA Inspaciar

* VORP User Culde
* Introduction Cuide
* VDRPFAQs

FAA-gow Hema | Briwacy Palicy | Weh Palicies B Noticas | Cantact ibs | Help.

Raaders & Viewersi POF Resdar | M3 Ward Viewer | M5 PavarPaint Viewsr | MS Evcel Viever

Figure 32: VDRP Self Disclosure List Page

2. Click on Surveillance link for the Self-Disclosure entitled Test Self disclosure. The
Surveillance screen appears.
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Voluntary Disclosure Reporting Program - VORP
TESTTAA Hame Lageul
Stage & Sunveillance Duovenload 2150 Form ViewFrirm Halp
EIR Nusmber I0TES TA002 Diessgnator TESW Solf Disclosure Tile Test disclosune
ou Dis n (hy
iz..--.:u-l.u ant Fvee Cwo
Is the comprehensive fix implementation satisfacto C¥es ChHo
FAA designated oficial name” -
Commerts Spell Check
|
=
- r
llke to generaie a Leder of Correctlon at this Ume?
mants as desired Chck Browse, seloct the fle 10 be uplaaded, then click Upload 1o complete
andfar T Dthier Documand s
Browse Upload
Cancal
Rescind Case? (Rescinding case will immediately close case without any action r
Savn Page
Click Submit to complete Suneillance Stage
Survaillance Submit |

Figure 33: Surveillance Screen

Select the appropriate button for whether there were any changes incorporated to the
Comprehensive Fix during implementation (Yes or No). If changes were made, it is
recommended that the changes be documented in the Letter of Correction and/or
other attached documents.

Select the appropriate button (Yes or No) for Is the comprehensive fix
implementation satisfactory?

Note: If, “No” is selected, some follow-up action should result.

Select the appropriate Principal Inspector from the FAA designated official name
dropdown list.

User has an option to send a LOC from this stage as described in the Note below.

NoTe: If the inspector wishes to issue a Letter of Correction in the Surveillance Stage,
he/she may generate a Letter of Correction as noted below or may attach a Letter of
Correction of their choosing using the Upload option.

a. If User selects “Would you like to generate a Letter of Correction at this date?”

checkbox, then Generate Letter Of Correction button is

displayed.

b. Selection of the Generate Letter of Correction Button will cause the system to
generate a Letter of Correction (LOC) from the data submitted to this Stage.
However, the letter is likely to require some editing. For that purpose, an
onscreen editor is provided. Once editing is complete, save the edited letter to
your computer and then upload it using the Browse and Upload capabilities.
The edits made on the LOC will not be incorporated in the LOC sent by the
system unless the edited version is uploaded to the system as the LOC. See
User Guide for information regarding generation and upload of the Letter of
Correction.

VDRP Introduction Guide Rev. July 2010
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c. If changes to the Comprehensive Fix occur after issuance of the LOC in Stage 5,
the option is given to issue or re-issue a LOC in Stage 6.

Save Page

Submit |
8. Click the button. A confirmation screen appears.

9. Click OK. Your data has been saved, and an email to the pertinent parties has been
delivered.

7. Click the button.

Microsoft Internet Explorer J ﬂ

L] E Surveillance Information Subritted successFully and Ernail will be sent ouk to all responsible parties.
[ ]

Figure 34: Surveillance Submission Confirmation Screen

10. This concludes Stage 5, Surveillance. Proceed to the next exercise for Stage 6,
Inspector Signoff.

STAGE 6: INSPECTOR SIGNOFF

The sixth stage of the VDRP process is Inspector Signoff. The purpose of this stage is to ensure
all stages have been completed. This is the final stage in the VDRP process and must be

completed by the FAA Inspector

PREREQUISITES
To complete the Inspector Signoff stage, the Surveillance stage has to be completed by the FAA
Inspector.

PROCEDURE
Inspector Login to the VDRP system at https://av-info.faa.gov/vdrp

From the Self-Disclosure List Page, perform the following steps:

1. Click the View SD List link in the left column. The available self-disclosures, along with
their current stages are displayed.
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Federal Aviation
Administration

valuntary Disclasure Valuntary Disclasure Reporting Pragram .. VORP

Reporting Program TESTTAA Hame
Self Disclosure List

Selt Disclosures

* View S0 List

Repora accss the required forms for camplation
» standard Roparts

. 'r-'f"h'-l'l Faports For New and Opan self dsclotures, click on the Next Action bk 1o begin the nest step in the selifdiscloture submission process
* UORD Rollup Reparts

Addiminis tration
* Update Profibe Hoifficatlon Date

OFNS20010

Next Action
a2

Stage Required Form Responsible Person)
1 Initial Motification icwate 503 Regulsted Erity
2 Initial Motificstion Respense FAA Inspactor

3 Written Report Regulated Erdity
4 Written Report Review FAA Inspecior
5 Suraillance FAA Inspector
B Inepactor Signof Ak lnspactor

* Intro
* UDRR EAQs

FARgov Homs | Priveuy Pelicy | Web Pelicins & Notices | Contact Us | Halp

war | ME Euzsl Viawar

Basders & Viewarst DOF Basder | ME Ward Viawar | S Bow,

The Sedf-Disclosurn List table displays infaration about sach stage (sen helow for a briod definition of ach $1age] in the self.disclosure submissian process, and allows the us

Fang

Lagou|

Help

Designatoril
TESW

Figure 35: VDRP Self Disclosure List Page

Click on Inspector Signoff link for the Self-Disclosure.
The Inspector Signoff screen appears.

Federal Aviation
Administration

valuntary Disclasure Valuntary Disclosure Repanting Program - VDRP

Reporting Program TESTTAA Horme
Stage 6: Inspector SO Downdaad 2150 Farmn Vigw(Print

$elf Disclosures

* View 5D List

Complete the following required field(s) and click Seve Page

Hame of appraving Inspector® =
st RE* -
Sanction Applied to RE* =

Self-Desclosure Status Determinged By Actmen Taken:

Type of Action Taker

Administrativie Action a

Mo Action ©

The Ingpecto ol foam v comprised of tabss, The 1-Sign OF Tab requires that you choose Acton/Sanction, Depending upon your sedvction, the sveond Lab,
Haparts Subrit_generates required letier farmat (LOCANaming Notice)
* Standard Roparts
* VORE Rollup Reports
*indicates a required field
Addiminis tration =
s Update Peofts EIR bumber M10TESTA02 Designstor TESW Self Disclosurs Title: Tast disclosura
. A

If Rescinded, Explain: Spell Check

. VORD FAGe =

Fan.g

Logoid
Hlp

Figure 36: Inspector Signoff Screen
Select the Name of approving Inspector from the dropdown list.

Select Administrative Action from the Type of Action Taken from the dropdown list.
Select Letter of Correction (or Warning Letter) from the Sanction dropdown list.
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7. Click the @ button.
USSR =1

screen appears.

Federal Aviation FAAg
Administration

valuntary Disclasure Voluntary Disclosure Reporting Program — VORP
Reporting Program TESTTAA Home Logout

tab. The Inspector Signoff Administrative Action

ulf Draclomrns Staga i Inspactor Signom Download 2180 Form WVigwPrint Help
* View 50 st

The Inspector Sign-off form i3 comprised of two related tabs. The 1-Sign OF Tab requires that you choose Action/Sanction. Depending upen your selection, the second tab,
Mugurts Sybured gererates required letler format [LOCAYamng Nolice)
= Standard Reports

e VoD hokis hase. [T TR
& VORE Rollup Reparts

* indicates a rquined field
Administeabinn X
. EIF Mumber 0TEST4002 Diasignator TESW S Disclosuen Tile: Test disclosure
* Audd Nows lhsne
* Edit User benAddFile
* Change Password This pagt allows you to gandrate a Latter of Comection (LOCKWaming Notice document in M3 Ward, The gensrated document can he modiied and
* (hange SDStatus uploaded
* Rescind Case

Generate Letter Of Correction |

No Altachments

Wou ean uplead an LOC, 2150-Forn or Cther Documents as desired. To Upload & letter signed by FAA Office Manager as a means for complying
Documents with VORP requirernents, choose Other Documents. Click Browse, select the file to be uplaaded, then click Upload 1o complete

* VORP User Guide . . N
A, Chocse the tyoe of the uplaad fle” @ LOCWaming Motica  © 2150 Farm © Othar Documants

* VORP FAQs [ [Bowe | Uplead|

Once a Completed Intpector Sign-Off is submitted, you can vigw 1he uploaded fles by opening the SelDisclosure Detaids Page.

Click Submit to complote. Once submittied, the Regulatied Entity i notified va email of completion

Inspactor Siqn-0ff Submit I
Figure 37: Inspector Signoff Administrative Action Screen

9. Click the Generate Letter Of Correction

opens up with Letter of Correction content.

10. The letter is uploaded in the attachment table for the user with View and Delete
options.
11. A sample letter of correction is displayed on a new pop up window

button. The new window
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O 2010TEST4002_TESTTAA_7_15_2010_11_30_53.doc (Read-Dnly) - Mic Y =] 3

File Edit “iew Insert Format  Tools Table window Help  Adobe PDF  Acrobat Comments x
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CERTIFIED MATL - RETUEN RECEIPT REQUESTED
FILE HO.

July 15, 2010

EIE. Mumber: 2010TEST4002

Test Firstname Test Lastname, test postiion
test

test

Test city, AK 33333

Eeporting Inspector : Archer, Ter
Dear Si/Tladarm:

On 07/15/2010, TEST COMPHNATY NAME self disclosed a wiolation of Federal Awiation

Eegulation Section(s) 20720972 discovered on 7r15/2010, at 2:02 AW, Test Firstname Test

Lastname of TEST COMPIAT WAME, mvolving Q4 TEST COMPIAT INAME's proposed
comprehensive fix to prevent recurrence of the problem was accepted by FA A on 07/15/2010 and
completed on 07/15/2010. e

In closing this case, we have given consideration to all available facts and concluded that the matter
does not warrant legal enforcement action. In lisu of such action, we are issuing this letter which will
become a matter of record.

In the event that TEST COMPITATY MNAME reports, or the FASA discovers, that the accepted _*I
comprehensive fix was changed without FA A approval, this investigation may be reopened and 2
E_.lg.l.i_-_&g 1‘_I__| JEPPRD PR SR S T TR, | I ’I
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Figure 38: Letter of Correction Example

12. Review the Letter of Correction for accuracy, language and punctuation. Edit the LOC
as necessary to achieve desired result and save to User’s desktop.

13. Upload the edited LOC or create and upload a custom LOC from the User’s desktop
using the browse and upload functions.

Submit |

14. Click the button. A confirmation screen appears.
15. Click OK. Your data has been saved, and an email has been delivered to the pertinent
parties.
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ji Microsoft Internet Explorer - L x|

| 'T Inspectar Signoff Infarmation Submitted successfully and Email will be senk out ta all responsible parties.
L

Flease remember that vou have 10 days grace period to reopen this Self Disclosure (S0 and do any necessary corrections. The S0 cannot be
reopened after 10 days.

Tao reopen the S0, click on the "Change SDskatus” link available on the left side and proceed according to the notes available on that page.

MOTE: During the 10 day grace period, a record “closed” in YDRP will remain "open” in E1S. Ten days following record closure in YORP, the EIS will be
updated to reflect the closure date as recorded in WDRP. Thus, at the end of 10 days, the YDRP and EIS records will be in agreement and any, "time
to process” calculations will be accurate,  Howewver, during the 10 day, "grace period"” the records will be in disagreement, If a case is reopened and
then closed, the YORP record will reflect the final dosure date and EIS will be updated 10 days later.

Figure 39: Inspector Signoff Submission Confirmation Screen

13. Click OK.
This concludes Stage 6, Inspector Sign off Part 1.
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