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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 ENTITYACTIVITIES

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.

Login PROCEDURE
Perform the following steps to log into the VDRP application:
Enter the VDRP address/URL into Internet Explorer or Chrome:

https://vdrp.faa.gov

The VDRP Login page will appear as follows:

Federal Aviation
Administration

VDRP - Voluntary Disclosure Reporting Program

WARNING*"WARNING*“WARNING

jstem. or stored on this system is subjsct to monitoring, interception, and

WARNING*"WARNING*"WARNING

Figure 1: VDRP Login Page

Click on Agree.
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https://vdrp.faa.gov/

Enter your email address and click on Next.

Part 193

FAR Order 000,89

VDRP - Voluntary Disclosure Reporting Program
Attention
Air Carriers operating under 14 CFR Parts 121 and 135 and Repair Stations operating under 14 CFR Part 145 are required to utize this web-based system for allnon-hazmat voluntary disclosures.
Hazmat disclosures by air carrers operating under 14 CFR Parts 121, 135, and 129, use of this web-based system i required.

Al other authorized users of the non-hazmat Voluntary Disclosure Reporting Program (VDRP) are required to use the legacy (paper-based) VORP process until authorized to uize this web-based VORP system.

VORP FAQ's - Regulated

VORP FAQ's - FAR Users

VORP Introduction

Guide - Repair Stations

Guide - i

Password Reset

Login to VDRP User Support
-

FAAMYIT Service Center

Posse ey emarto oo (0 s st (st

E-mail Address: helpdesk@faa.gov
hitp:/MyIT.FAA gov

Welcome!

‘The VDRP system provides designated FAA officials and regulated entiies a centralized, automated, and secure web application for the processing of voluntary disclosure information as described in AC 00-58 as revised. The
application will support all documentation requirements and aid users in complying with self-disclosure policy.

System Access
Only authenticated users can access this system. All transactions are encrypted using 128 bit Secure Socket Layer (SSL) technology. You must be an approved user to access this system. If you have a usemame and password, you
may login now

Allnew Principal Inspector (PI) Users will be nitially kept n an Inactive State. You will need to contact the HelpDesk to make your status Active and then login o the VDRP System. Other Inspectors who are not Principals who need
access to VDRP will need to request that their Principals add them to the system

1f you are a Regulated Entity User, please contact your Designated FAA Offcials to gain access to the system.

Figure 2: VDRP Login Page

Attention

Air Carriers operating under 14 CFR Parts 121 and 135 and Repair Stations operating under 14 CFR Part 145 are required to utilize this web-based system for all non-hazmat voluntary disclosures.
Hazmat dis closures by air carriers operating under 14 CFR Parts 121, 135, and 129, use of this web-based system is required.

Al other authorized users of the non-hazmat Voluntary Disclosure Reporting Program (VDRP) are required to use the legacy (paper-based) VDRP process until authorized to utilize this web-based VDRP system

UserName: (11215 CTR Sabi

Userd

Phone: 1-844-FAA-MYIT (322-6948)
E-mail Address: helpdesk@faa gov

htp: /My T FAA gov

Forgot Password?

User Support

Figure 3: VDRP Login Page

1. 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 verifythe data contained
(security questions) in your user profile.

The VDRP Self Disclosure page displays:

Skip to content

Announcements

Federal Aviation
Administration

Seif Disclosure

. Create SD

. ViewSD List

. Search

+ Search Comp. Fixes

Reports
- Data Extract Report

Administration
+ Update Profile
. Change Password

Help
- General Help
. Feedback

. Release Notes

Documents
. VORP User Guide

. Introduction Guids

. VORP FAQs

. Password Reset Instructions

Voluntary Disclosure Reporting Program -- VDRP

Mara Sabti Home.
Self Disclosure List Export/Print

The Self-Disclosure List table displays information about each stage (see below for a brief definition of each stage) in the self-disclosure submission process, and allows the user o access the required forms for completion.

For New and Open self-disclosures, click on the Next Action link to begin the next step in the self-disclosure submission process.

Nofification ~,  NextAction DesignatoriD
Date ¥ (Action Required)
MD80, N966TW: RIl Not Accomplished 71212008 Initial Notification AALA FitStds
19725 Stowage 91112016, Initial Notification YENA Hazmat
20152 OVER FLOWN TASK CARDS 216/2017 Initial Notification YENA FitStds

Logout
Help

Figure 4: 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 toview
and access Open, Closed, and Rejected self-disclosures.

VDRP Introduction Guide

Rev. December 2021



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.

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

Federal Aviation
fg Administration

Voluntary Disclosure Reporting Progiam - VORP
FestRE 1 Hornie Logout
Stage 1: nitial Motifkcation WiewiF el Help

Hatification |

. Save Pag

Subject” |

Natification Date™ -

Natification Time =] -

Briefly describe apparent violation Spell Check
=
|

forms, click the Submit button on the Subma

Chk Save Page belore you corlingg Save Page

Figure 5: Initial Notification Screen

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

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

6.
7. Click . The information you entered has now been saved, and a new

Notification ID and SD Title are generated.

8. Click the tab, to navigate to the next page. The Initial
Notification Action Screen appears.

Woluntary Disclosure Reporting Program — VORP

=
Click Save Page belore you ot Save Page
Figure 6: Initial Notification Action Screen
VDRP Introduction Guide Rev. December 2021



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

10. Click the button.
1. Clic. The Initial Notification Verify screen appears.

Fadaral Aviation Fnmgd
Administration

voluntary Disclosure Voluntary Disclosure Reporting Program — VORE
Reporting Pragram TestRET Home Logout]
Shage 1: Iniial Notificaton ViewPrint Help

Salf Disclosuras
it Chick an ach tab 16 complete all Selds requined for the knitial Natific stion S

® Wisw S0 Lisk

Adnniptration *indicatas & raquined Sald

* updats Profile
* Changs Passward Mesification D 5445 S0 Tale Test disclosure
Huls - ” . ek
& Canaral Help Complete the following required field(s) and click Save Page
el Did Non-Compliance Cease after Detection?™ © Yes © No
* Kaloase Motes
Is an avaluation undenway 16 detormine f thare are any Systemic Prabloms? © ves © Mo
Will ke Wiitten Report be subemitted within 10 working days?* ©¥as T No
Documants
o T ek "Was the Agpanent Violation Drscovered During Air Carrier Evaluation Program(ACEPT™ ¥es © Mo
* Introdu ton Guide Was the Agparent Vialation Discovered a2 the resull of an Avistion Salety Action Program (ASAP) Repon? ey © Mo
» voRPrADs
Media Used to Natify Self Disclosure I 'I
Further clanfication of above. Spell Check
H
=

¥ou must complede all 1ab farmns by saving each form, then clicking the next sequential tab. When you have completed a forms, click the Submit button on the Submi
Tab faem to send the form to an FAA Inspector for revew and approval

Click Sava Paga befors you continue Save Page

12. Answer each question by selecting either Yes or No.

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

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

Save Page

button.

15. Click

screen.

, which will display the Initial Notification Submit

valuntary Disciosure Valuntary Disclosare Reporiing Prageam - VDRE
Repurting Program TosthE | Hamy Logou
Stago 1-dial Mok tian VepmPint Help

sett Disctosures
'+ treate 5

ach 1ab o complets sl Ehds raquired for the Inaial Natification form

T I

i
Motificstion 105445 SOTHS Test disclosure

Complats the fomowing required felais) 3nd cick Save Page:

Designator (D TESW
Business Concarn® I |
FAM Ingpector (select name)” T |

Fogulated Ereity Propasing Comprhionsi Fix

Last Name™ I
Fest Naens™ I
Contact Information” I

signed by one of the ma vt oficials spacified in 14 CFR Part 113,85 or 113,63 or i stiach any documen which vl assist i the process|
i Hrowse and scle. ired Ble by ebecking on A3 name. Then, setect, Upinad. Vanfy the proper file name has baen Upioadad to the VOIRP
"at-tooi (M8 ssCAmITS M wabonzed)

Juimtiatas

[ [oows | [Upiad

ok mited, (61 e Viom 50 st B Ghen ek D0 camasponding 50 Tl ok b tha Inial

You st complets ol b e by sning e1ch forn, than cieking the et 3aqueialta. Whn you ave complaled sl e, et Subnt biston an the Subnit

Tab form to send tha pebi o el L
Click Save Page befora you eantinse save Page
Chick Submit 19 com Click Detete to deiote the SO

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

17. Select the name of the Principal Inspector most likely to be responsible for handing the
initial review and acceptance of the disclosure being submitted.

18. Enter your Last Name in this box.
19. Enter your First Name in this box.

20. Enter your email address (or company phone number if no email address) in the
“Contact Information” box

21. Upload the required letter by use of the M—' button to select the desired

fileand upload the document via selection of thellpload | 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.

Save Page

22. Click the button.

Delete |
NOTE: THE BUTTON ALLOWS THE REGULATED ENTITY TO DELETE THE CASE IN
INITIAL NOTIFICATION STAGE BEFORE SENDING IT TO FAA INSPECTOR.

Submit ||

A VDRP Confirmation screen appears.

Microsoft Internet Explorer x|
‘? W

x‘_,\/ Are you sure you wank to submit this record?

Cancel |

Figure 9: VDRP Confirmation Screen

24. Click OK. A VDRP Record Submission screen appears

L] E Record Inserted Successfully and Email will be sent out to all responsible parkies
L

8] 4 |

Figure 10: 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.

VDRP Introduction Guide Rev. December 2021



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 (844) 322-6948. Other
inspectors are granted access to VDRP by a Pl with authority on the Certificate(s) they will
work.

Login PROCEDURE

Perform the following steps to log into the VDRP application:
Enter the VDRP address/URL into Internet Explorer or Chrome:

https://vdrp.faa.gov

VDRP - Voluntary Disclosure Reporting Program

uuuuuuu WARNING*“WARNING*“WARNING

onnected to this natwor
formation system is provided for U.S. Go

WARNING*“WARNING*“WARNING

Figure 11: VDRP Login Page

Click on Agree.

VDRP Introduction Guide Rev. December 2021


https://vdrp.faa.gov/

Enter your email address and click on Next.

900.1

Acoo-sse

FAA Order 8000.89

VDRP - Voluntary Disclosure Reporting Program
Attention
Air Carriers operating under 14 CFR Parts 121 and 135 and Repair Stations operating under 14 CFR Part 145 are required to utize this web-based system for allnon-hazmat voluntary disclosures.
Hazmat disclosures by alr carrers operating under 14 CFR Parts 121, 135, and 129, use of this web-based system i required.

Al other authorized users of the non-hazmat Voluntary Disclosure Reporting Program (VDRP) are required to use the legacy (paper-based) VDRP process until authorized o utize this web-based VDRP system.

VORP Introduction

Guide - A Carriers

User Support
Login to VDRP
-

FAAMyIT Service Center

Please enter your email o login m Phone: 1-844-FAAMYIT (322-6948)

E-mail Address: helpdesk@faa.gov
hitp:/MyITFAA gov.

Welcome!
‘The VDRP system provides designated FAA officials and regulated entiles a centralized, automated, and secure web application for the processing of voluntary disclosure information as described in AC 00-58 as revised. The
application vill support all documentation requirements and aid users in complying with self-disclosure policy.

System Access

Only authenticated users can access this system. All ransactions are encrypted using 128 bit Secure Socket Layer (SSL) technology. You must be an approved user to access this system. If you have a username and password, you
may login now:

Allnew Principal Inspector (P1) Users wil be initilly kept in an Inactive State. You will need to contact the HelpDesk to make your status Active and then login to the VDRP System. Other Inspectors who are not Principals who need
access to VDRP will need to request that their Principals add them 10 the system

If you are a Regulated Entity User, please contact your Designated FAA Officials to gain access to the system.

Figure 12: VDRP Login Page

In the next screen click on Agree and Continue.

Department of Transportation What is MyAccess?

Sign In

By signing in here with MyAccess, you will have access to all participating MyAccess applications that you are authorized to use. By clicking Agree & Continue, you
accept the Gevernment warning below.

DOT Employees and Contractors Use Your PJV Card
Use Your Email Address™

—p—— DOT employees insert your PIV card into your
smart card reader before attempting te login.

F‘: (gree & Continue »
Somm @ Agree & Continue

* Federal personnel enter your Federal email address. External users
enter your email address you used to register with MyAccess

Forget your MyAccess account credentials? Reset here.

Need Help Logging in? Help Desk Information

United States MyAccess -

Figure 13: VDRP Login Page

1.

2.

Type your PIN associated with your VIP card.

ll ActivClient Login

iviD®
ActivClien

Please enter your PIN.

PIN || l

0K Cancel

Figure 14: VDRP Login
Click on ok.

VDRP Introduction Guide
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3. Click the View SD List on the left side of the screen.

B Federal Aviation
Adminkstration

valuntary Disclasure Voluntary Disclosure Heporting Program — VORP
Reporting Program TESTTAA
Self Disclosure List

Salf Dlarlnsures
* View 5D List

sclosurs List table displa
equired forms far camp

= For Hew and Open seif
* VORP Rollup Reports

pen_ | closed | mejected |

Hex
I

Hotification Date

4 Wrilten Repod Reew  FAA Inspector
5 Syweillince FAA Inspector

6 Inspector Signofl FAA lnspector

FARguy Hoswe | Privacy Policy | Web Pelisies & Hatives | Eontart Us | Help

Raddans B Viewarst POF Rasder | MG Waed Viwsr | M5 Dowarboist Viewir

s infarmation about sach stage (o0 belaw for a brief definiion of each s1aqe] in the self.disclosun

ick on the Hext Actlon kink to begin the nest siep in the seldisclosure submission process

act)
wnsang Inthial Notficathion Response TESW
T

ranad

Hame Logeul
Help

o submission process, and allows the us

DesignatorD)

Figure 15: 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 Noti

fication Response link,in the Next

Action column, next to Test Self disclosure. The first page of the Initial Notification Response

screen appears.

valuntary Disclasure Volumary Disclosure Reporting Program — VORI
Reparting Pragram TESTTAA
— Stage 2: Initisl Notification Response
Natification 1D 5445
lasure Tale Test disclosure

Com ¢ Tolliwing rogquired Seld(s) and click Sawe Page

Wame of appraving Inspector® —  H

Specily the Investigation Commence Date® =«

1% this a Vald Solf Disclosure?* € ¥ea T No

Explain here, if this 15 not a Vald Self Discloswe: Spell Check

E]

Chick Save Page before you conin
oR
Chek Sand Back 10 4end the S0 back 10 IN Stags foe any modiications Send Back

Click Submlt to complate

Initiol Notification Response Subimit

Home Logout
ViewdPrint Helg

Figure 16: Initial Notification Response Screen

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

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

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.

No

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 %—I button to

select the desired file and upload the document via  button. |
plaad |
9. Click the L.2AVE PAGe o,

NOTE: USING THE =G EEEh |

BUTTON, THE FAA INSPECTOR SENDS THE

VDRP Introduction Guide Rev. December 2021
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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 ||

1. Click" . A VDRP confirmation screen appears.

Microsoft Internet Explorer x|

JF) Are wou sure wol wank ko submit Ehis recordy

Cancel |

Figure 17: VDRP Confirmation Screen

Microsoft Internet Explorer x|

L] "_n,, EIR Murber associated with this case is 2010TEST4002,  An Email has been sent auk ko all relesant users,
L

Figure 18: INR Submission Confirmation Screen

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

VDRP Introduction Guide Rev. December 2021
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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.

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 (844) 322-6948. Other
inspectors are granted access to VDRP by a Pl with authority on the Certificate(s) they will
work.

Login PROCEDURE
Enter the VDRP address/URL into Internet Explorer or Chrome:

https://vdrp.faa.gov

Please refer to Login Procedure under Stage 2 Initial Notification Response section, page 8.

After you logged into the VDRP system successfully perform the following steps:

After you successfully logged into VDRP perform the following steps:
1. Click on the View SD List link on the left side of the screen.

The VDRP Login page displays:

iy Federal Aviation
¥ Administration Fa o

Voluntary Disclosure Reporting Program - VORP

Hutification Date kb DesignatarD

Figure 19: VDRP Self Disclosure List Page FAA View

VDRP Introduction Guide Rev. December 2021
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https://vdrp.faa.gov/

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.

1. Click on the

appears.

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

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

VDRP Introduction Guide Rev. December 2021
14



*indicates a required fisld. Designator TESW Review Cycle: D
EIR Number: 2010TEST4002 SO Title:  Test disclosure
Complete the following required field(s) and click Save Page:

Wyritten Repart Date 7/15/2010

Certificate Type™

Campany Mame™

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 reguested for that
actiwity (Mote: if the same person will be used for multiple activities, check those actwities first, then enter the requested infarmation for the
first selected such activity only):

[ |Activity _____lLastName [FirstName [Position __Phone __[PhoncExt
Immediate Action
Comprehensive Fix
Discovered Alleged
“iolation
Filing Report
r Maonitoring Implermnentation
of Fix

Last Marme®

O on

=

First Marne®

Puosition™

Phone Mumber* Ext

Email®

You must complete all tab forms by saving each form, then clicking the next segquential 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 20: 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.

3. 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.

Enter the Company Name field.
Enter the Company Address field.
Enter City.

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

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.

©® N U A

VDRP Introduction Guide Rev. December 2021
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10.

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

11.
12.
13.
14.
15.

16.

17.

18.
19.

VDRP Introduction Guide

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

Click the button.

2-Description |

Click the
data.

Valuntary Disclosure Reporting Program — VORP

TestRET 3
Stage 3: Writtan Roport ViswiPried Halp

Selact FAR

ou must
Submlt but

Save Page

Figure 21: 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.

16

Tab. The Description Screen appears, with some populated
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21.
22.

23.
24,
25.
26.
27.
28.
29.
30.
31.

32.

33.

34.

35.

36.

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.

Save Page

Click the button.

)

Select the tab. The Written Report Summary Screen displays.

Testfif 1 Hama Lagau
Stage 3: Written Repont ViewPrint Help

Chck on each tab o complete st fields required for 1he Wiitien Report form

™ Moderats
T Low

 Moderate ~  Low

Click Save Page before you contines Save Page
Figure 22: 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.

VDRP Introduction Guide Rev. December 2021
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37.

38.
39.
40.
41.
42.
43.
44,

45.

46.

Select the

button. The Written Report Action screen appears.

Fadaral Aviation
Administration

Fnmgd

Reporting Program TesthET

Stage J: Written Report
Sl Dlsclasrss
* Greate 5O

G S Click on aach tah 1o complate all fiaslds raquired for the Writtan Repart fam

Rddmanistration
* updats Prafils

= thange Bassward " mdicates & required field Dessgnater, TESW

Wl
* Gunorsl Help
& Faadback

 Balosss Notes Complite the Sollowing requined fied(s) and chick Save Page

e Acteon Diate™ @

tion of Immsdiate Action®

EiR Number  ANMOTESTA002 S0 Tithe  Test disclosure

Dacumants
* VORP llsar Guide

waluntary Disclosurs Voluntary Disclosure Reporting Program - VDRP

Home

View/Prind

I T I I T T T T

Review Cycle. 0

Spull Check

* Dntesdirtion Culds
* WORD FAQs

Regulsted Entity Respansible for Immediste Action

Last Name™ 1
First Mame® ]
Pasitson™ ]
Phare Humber — dew 1

Email [

Subamit Buttan on the Subrit Tab farm 16 2end the form t an FAA Intpactar for review and sppaoval

Click Save Page befors you continue

|

Wou must complets il 1ab forme by savng sch form, then clicking The next saquential tab. Whan you have complated all farms, chck the

Sawve Page

Logout
Help

Figure 23: 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.

Save Page

Click the button.

Select the

VDRP Introduction Guide
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button. The Written Report Analysis screen appears.
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Woluntary Dicclosura Valuntary Disclosuse Reporting Program - VORE
Reporting Program TestRET Home Logoul

Stage 3: Whitten Report View/Piin Help

Click an aach 1ab 1o complare all fiakde saquired for the Winttan Rapart form

e [ s | omronun | s summiy | wacin | o s | tamo.vin | 7 tosomant | suber ]

* updurs

Pt * indicates a required fiald Dessgnator TESW Review Cycle 0
EF Number, 20TES 14002 =0 Tithe, Test disclosure
Camplete e followang requaed fiesd[s) and click Seve Page
Summary of Ansiysis® Spall Chack
Dacumants =

» WORP FAQs

-1

Fensan why {he wolation was inedvertent™

(0

Supparting Endence”

Wi must ¢
Submit but!

el o9 tab Sorms by sawng ewch form, then chickang the nixd sequential tal, When you have complated ol forms, chek the
o the Subrmil Tab farm to sund the form to an FAA Inspectar for roauw and approval

Click Save Page before you continue Savn Pago I
Figure 24: Written Report Analysis Screen

47
48

Enter a summary 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 ﬂl button.
Select the

screenappears.

.

49

.

50

.

51

.

tab. The Written Report Comprehensive Fix

Faderal Aviation P
Administration

Voluntary Disclosure Waluntary Disclosure Repoarting Pragram - VORP
Reporting Program TestF 1 Harrir Lagoul

Stage J: Writien Repori WiewPrint Help.

Salf Diaclnsurns
* Craate S0 .
Chek an pach tab 1o complete all fields roquined far the Wiitten Rispon form

[ tconarst | zosscotion | sy ] sncton | sanabeie | o icow i | akaupmans | e s |

* View 5D List

P ——
* Update Brofile
s thange Password * indicates & requined fisld Designator TESW Review Cycle: 0
':.:mcnl Melp EIR Number Z20W0TEST4002 S0 Tale:  Test disclosure
* Feedback
* Release Notes Complete the following required field(s) and click Save Page
Click Add Step 1o display the required ields, then complete the fislds that dreplay to defne the proposed steps for fiaing the wolation
Documents conditions
* VDRP User Guide
* Introduction Guide Corprahanisive Fix Detailed Dascription™
* VDRF FAGS

Mo Comprehense Fix Steps created

Figure 25: Written Report Comprehensive Fix Screen
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Add Step |
52. 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
Tasthf-1 Homa

Stage 3: Written Report VigwiF Help

urmplete the following raguined Soldis) and click Sawe Page

Click Mabd Stap 1o desplay the raguired B2lds, then complate the fialds that display to define the proposed steps for fixing the vielsticn

g n

No Comprehensive

L
I
L | Check

- |
|

Test Lastname

Test Firstname
Dopatmar

Save Page | Cancel |

Seve Paas bitews you coviliou

Figure 26: Written Report Comprehensive Fix Screen with Additional Steps

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
differing beginning and start dates.

53. Enter the Task Name.

54. Enter the Task Fix Beginning Date.

55. Enter the Fix End Date.

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

58. The First Name field is populated from General tab field.

Save Page

59. Click the button. The Comprehensive Fix screen appears.
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Fadaral Aviation
@ Administration rram

Voluntary Disclosure
Heporting Frogram

Sl Divthosures
* Create 50
& Wi 30 List

Admanistration
* Update Profile
+ Ehange Password

Help
* Coneral Help
» Feadback

* Release Notes

Decuments

o VDRP User Guide
& Tt ticm Guide
. VORE FAGS

Voluntary Disclosure Reporting Program - VDRP
TesRET Hame

Stage 3. Wrillen Report

Lagout]
WiewlPrin Help

Click on each 13b to complete all fields required for the Written Report famn.

[ s-Cenerat | 2-Dmseription | 3-summary | dnction | smatysis ] bcoe i [ 7 Egdement | p-suenis |

* mdicates a vequirid fiold Designator TESW Riwiow Cyela: 1

EIR Humber. 2010TESTA002 5O Title:  Test disclosura

Complete the following required fiedd(s) and click Save Page:

Chck Add Step to display the requeed fields, then complete the hields that display 1o define the proposed steps for fng the wolation
conditions:
Comprehensive Fix Detailed Description®

Step Dagin Date
Tt Task T8I0

End Date
TH010 Edt__ Delete

Addd Step |

Figure 27:

Written Report Comprehensive Fix Screen with Edited Step

60. Click the

tab. The Written Report Equipment screen appears.

Federal Aviation

* Creats 5D
& Vimw 30 List

Admanistration
* Update Prafile
* thange Password

Hulg
* Coneral Help
Feeiliah

Decuments

* VDRP User Guide
® Tt tion Cuids
* WORD FAQs

FAR.
Adminisiration =2
valuntary Disclosure Voluntary Disclosure Heporting Program - VORP
Reporting Program TastiET Home Logean|
Stage 3 Writlen Repon VigwiPring Hulp
el Dischosuras

Click on ach 15h to comglete all figlds required for the Wrtten Report fom

" indicsles 3 required field Renew Cycle, 2

Dosignator, TESW

EIR Mumber, AM0TES T4002 S0 Tibe, Test disclosure

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

‘When you selec] an Equpment Type,  list of links displays for you lo choose the Equpment Mode! that comespends to the trpe of
equipment sedected

Seloct equipmint Type® -]

Once you select the desired Model, Click the Gat bution to fil the Make, Group and Model fields.

Select desired modal™ v/ Get]

Equipment Make

Equipement Group

Usat may 4ntet mul

Aircralt Reg

PAGITIban Wamban  tGaBon Sumb4s 04 MEAIINE by B COMEY, (4., IRSSDUR, HISTUL, BSFUM, 4660

tran Nurmibir [
—

Aircraft Senal Number

Equipment Model®

Click Save Page bifors you continus

Save Page I

Figure 28: Written Report Equipment Screen

61. Enter the Equipment Type.

62. Enter the Aircraft Registration Number and Aircraft Serial Number.

63. Click the ﬂl button.
64. Click the

VDRP Introduction Guide
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tab. The Written Report Submit screen appears.
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Voluntary Disclosure Woluntary Disclosure Reponting Program - VDRP

Reporting Program TestRET Home Logog
Slage 3. Wrillen Report Vi ®rn Help

Slf Dwwclosures

Spall Check

[Tirst Lasdnarnie
Phone Number Fessmaswr | en [
Ema

|afs220-vdrpi@taa. gov

Save Page

lick Save Pag

Click Submit to compiete.
Written Report Submit ]

Figure 29: Written Report Submit Screen

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

66. 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.

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

68. Click the button.

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

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

Microsoft Internet Explorer il 5'

L] E Writken Report submitked successFully and Email will be senk out ko all responsible parties
L

Figure 30: 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.

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 (844) 322-6948. Other
inspectors are granted access to VDRP by a Pl with authority on the Certificate(s) they will
work.

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 PROCEDURE
Enter the VDRP address/URL into Internet Explorer or Chrome:

https://vdrp.faa.gov

Please refer to Login Procedure under Stage 2 Initial Notification Response section, page 8.

After you logged into the VDRP system successfully perform the following steps:

1. Click the View SD List on the left side of the screen.

‘ederal Aviation FAA
ministration

Voluntary Disclisure Reporting Progiam - VORP

Voluntary Dicclosure
Reporting Pragram TESTTAA Home Logoul
Self Disclosure List Halp

ns2mo ‘Wintten Report Revew TEsSw

Rasiders & Viewrasss POF Ruadar | HE Ward Viswar | M8 PavarPaint Viewsr | HE Encal Viewsr

Figure 31: 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.

VDRP Introduction Guide Rev. December 2021

23


https://vdrp.faa.gov/

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.
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1-EIR Form Z150-5 and RAM

*indicates a required figld.
EIR Number 2010TEST4002 Review Cycle 1q Designator 1D TESW

Self Disclosure Title: Test disclosure

Specify all required fields to complete the Enforcement Investigation Report Form 2150-5 (EIR Form 2150-5)
Review the Equipment information as desired.

Aircraft, Engine, Propeller, Com t or Appliance Involved

Equipment Type
Equiprment Make
Equipment Model
Equipment Group

(K 3

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

SD Identity Code*

[

Operation Type*

Operation Sub-Type*

Winlation Category™

Yiolation Source®

L« 1]

|
|
=
|
|
Accident Associated” I
Field Office Recommendation
Problem Category* l—;l
=
|

Problem Code*

=

Fix*

Risk Assessment Matrix(RAM):
Determine the severity 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 on help link.
SEVERITY

Catastrophic ____[Critical _______[Marginal _______Negligible
' High = High ' Moderate ' Moderate
" High  toderate ' Moderate © Law

' hoderate © Moderate C Low C Low

Figure 32: 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.
. Select the appropriate Fix from the dropdown list.

SO®NSU AW

o
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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.

Click the button.

I
Click the Tab. The Written Report Review Submit
screen appears.

12

13

Stage 4: Witten Report Review Download 2150 Farm WiewfPrint

Self Disclosures

¢ ViewsD List Click on each tab to complete all fielde required for the Written Repart Review form

Reports
A
¢ Execulive Reports *indicates a required field
® VDRP Rollup Reports
EIR Number 2010TEST4002 Review Cycle 1 Designator 1D 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
® Change SDStatus -
i " Accept
© Rescind Case Do you accept the Written Report?* P
© Return to operator for revision

Help
® General Help Is upper management intervention required?™ CYes CMNo
o Feadback 2
® Release Notes Comprehensive fix implementation deadling™ -4

FAA Inspector Name* [ =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. “erify the proper file name has
been uploaded to the WDRP web-tool

_Browse | Upload |

[You can viewthe uploaded fila(s) also in the Selt-Disclosure Details Page after Writtsn Report Review is submitted. (click the Visw SD List link, then clickhe corrsspending SD Titls
link). G0 to the Written Report Review section to view the atlached autherization letierto this WWiitten Repod 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
button. Once submitted, the Regulated Entity is notified via email of completion

Click Save Page before you continue Save Page

Click Submit to complete.

written Report Review Submit_|

Figure 33: 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 L2ave Page |, ion.

Submit I
21. Click button to complete this stage. Your file is saved and an email is

sent to all pertinent parties.

Microsoft Internet Explorer I El

L] '-'n: Witken Repart Review Submitted successFully and Email will be senk aut ko all responsible parties,
[

Figure 34: WRR Submission Confirmation Screen

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

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 (844) 322-6948. Other
inspectors are granted access to VDRP by a Pl with authority on the Certificate(s) they will
work.

Login PROCEDURE
Enter the VDRP address/URL into Internet Explorer or Chrome:

https://vdrp.faa.gov

Please refer to Login Procedure under Stage 2 Initial Notification Response section, page 8.

After you logged into the VDRP system successfully perform the following steps:

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.

VDRP Introduction Guide Rev. December 2021
28


https://vdrp.faa.gov/

Federal Aviation
Adminisiration

Voluntary Disclosure Voluntary Disclosure Reporting Program .- VDRP

Roporting Pragram TESTTAA Home
Sell Disclosure List

sl Dischosurss

o WViaw 5D Ust

Fpens accass the required forms for completion
+ Standard Repurts

* Exmcutive Roporls

* VORD Rellup Regorts

For Mew and Open sell-disclosures, chick on the Next Action hink 1o begn the next $tep m the selfdeclosure submissson process

Admanistration
* Updata Profile
* Add e Usar
® Edt User

» Changs Passwnrd 1

Changs SOkt

Rescind Case m
1
2
3
4
5
B

Inilsal Motdalwn i poulated Entdy
Inilesl Motéeation Response FAA Inspector
‘Witten Repost Regulated Entay
‘Whitten Fepont Review FAA Inspector
Suneillance FAA Inspactar
Inzpacics Signoff FAA Inspector

Malp.
* Gonersl Help
o Fasdback

* Ralosss Notes

Darumants
* VORP User Culde
* Introduction Cuide
* VDRP FAQs

FAAgow Mema | Briwacy Palicy | Wb Palicied B Noticas | Cantact i | Holp

Raaders & Vieweersi POF Reader | M5 Word Viewsr | MS PavarPaint Viewsr | MS Eucel Viever

The Self-Disclosure List table dieplays information shout each s1age (zee below for & briel definition of each stage) in the zelf-disclasure submission process, and sllows the use)

s

Logean
Hulp

Figure 35: VDRP Self Disclosure List Page

Click on Surveillance link for the Self-Disclosure entitled Test Self disclosure. The

Surveillance screen appears.

VDRP Introduction Guide
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Voluntary Disclosure Reporting Program - VORP
TESTTAA Hame Lageul
Stage 5 Survvillance Drownl Halp
IR Number 3010 TESTA002 Dessanator TESW Solf Disclosure Tile Tost dischosune
i-'.'l.:u-‘.l rpar Cves Chio
|5 the comprehensive fix implementation satisfactory CYos TR
FAA designated oficial name™ -
Commeris Spell Check
|
=
=
I panded, then elick Upload 1o campl
Browse Upload
Cancal
Rescind Case? (Rescinding case will immediately close case without any action r
Savn Page
Click Submit 1o complets Surveilance Stage
survaillance Submit |

Figure 36: Surveillance Screen

3. 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.

4. 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.

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

6. 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?”

Generate Letter Of Correction Ibutton is

checkbox, then
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.
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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.

7. Click the button.
Submit l

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.

Microsoft Internet Explorer il ) x|

L] E Surveillance Information Submitted successfully and Email will be sent out to all responsible parties.
[ ]

Figure 37: Surveillance Submission Confirmation Screen

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

Login PROCEDURE
Enter the VDRP address/URL into Internet Explorer or Chrome:

https://vdrp.faa.gov

Please refer to Login Procedure under Stage 2 Initial Notification Response section, page 8.
After you logged into the VDRP system successfully perform the following steps:

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.

7% o0 Federal Aviation Fhig
¥ Administration

Waluntary Disclosure Reponing Program .- VORP
TESTTAR Harmi Logoul

Self Disclosure List Help

n about aach stage (soe helow for a briod definition of sach $1age] in the solf.disclosurs submission process, and allows the us

For New and Opan salf des click on the Newxt Action Erk 10 begin the next step in the seif-disclosure submigsion process

Hhe SD Title Hotificatlon Date e Action DeslgnatoriD

Viate Datsiis ] |
NOTESTANZ Test disclosure OFNS2000 TESW
H

[Stagel __ Required Form __[Aespansible Parsan
1 Initial Met on (eseale 809 Reguisted Ertity

Basdars & Viewsrst POF Basder | ME Waed

Figure 38: VDRP Self Disclosure List Page

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

N Foderal Aviation P
Administration

waluntary Disclasura Waluntary Disclosure Reporting Program .. VORP
Reparting Program TESTTAA

Stage G Inspacior Signofl

Logud

Hirlp
Self Disclosures
v

5 @ required fisld

EIR Numbar HHOTESTA002 Designator TESW Self Disclosure Tite: Test disclosura

equired fighd(z) and click Save Page

If Rascinded, Explain: Spell Check

- |

Save Pago

Figure 39: 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.
6. Select Letter of Correction (or Warning Letter) from the Sanction dropdown list.

Ul
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Save Page

7. Click the button.

8. Click the
Actionscreen appears.

R Federal Aviation
Administration

I Mumber AMOTEST4N0?Z Dos

e Dusclosure Tile: Test disclasure

Comection (LOGKWarming Netice document in MS Wand The generated document can be modied and

Generate Letier OF Corection |

N Attaehments
You can upload an LOC, 2150-Farm or Other Documsnts as desired. To Uplosd a letter signed by FAA Offica Manager az s maans for complying

with VORP requirements, chose Other Documents. Chick Browss , select the file to be uplasded, then elick Uplosd 1o camplete
& LOCAWarning Notica 2950 Farm © Othar Documents.

| Biwe Upload

Chaota the 1yps of he upload fls”

pector Sign-Offis submitted, you can view the uploaded f

Click Submit to complete. Orace submittid, thi Regulated Entity is notifid v el of

Inspactor Sign-Off

Submit

valuntary Disclasiure Valuntary Disclosure Reperting Program — VORP
Reparting Program TESTTAA Home
LA G ISHACION SO Oowniad 2150 Fom ViewiPrint
1-5ign OF Tab raquires A3t you choose AClien/Sanction. DEpanding Upen your SEIEclion, the SHcond 18

Famy

Logout
Help

Figure 40: Inspector Signoff Administrative Action Screen

9. Click the Generate Letter Of Correction

opens up with Letter of Correction content.

tab. The Inspector Signoff Administrative

button. The new window

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
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O 2010TEST4002_TESTTAA_7_15_2010_11_30_53.doc (Read-Only) - Mi -0l x|

Eile Edit Wiew Insert Format Tools  Table Window Help  Adobe PDF  Acrobat Comments x
NMEEHR S QR h= S04 E G % - @) HdRead [

4;{ Marmal + TimesMewRoman - 12 ~ B I O

ERERCAANEIRAC S-S |

-

CERTIFIED MATL - RETURN EECEIPT EEQUESTED
FILE N©.

July 15, 2010

EIE Mumber: 2010TEST4002

Test Firstname Test Lastnarme, test position
test

test

Test city, AR 33333

Reporting Inspector - Archer, Ten
Dear Sirilfadam:

On 07/15/2010, TEST COMPNATY NAME self disclosed a molation of Federal Awation

Eegulation Section(s) 207 20972 discovered on W 15/2010, at 2:02 AWM, Test Firstname Test

Lasthame of TEST COMPIAY WAME, mvolving QA TEST COMPIAY NAWE's proposed
comprehensive fix to prevent recurrence of the problem was accepted by FA S 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 leu of such action, we are 1zsuing this letter which will
become a matter of record.

In the event that TEST COMPMAY WNAWE reports, or the FA S discovers, that the accepted _‘I
comprehensive fix was changed without FA A approval, this investigation may be reopened and 2
E_.IE.I.:._-_% I‘_I__I PR OIS SRR TSR PR Ty B | I .I
Draw~ i | Autoshapes~ N w [1 O & 4 2 @] & &'ﬁ'é'ETEaJH
Page Sec At Ln Col REC TRK EXT OWR 4

Figure 41: 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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jiMicrosoft Internet Explorer K N L x|

| 'i Inspector Signoff Information Submitted successfully and Email will be sent out to all responsible parties.
]

Plzase remember that vou have 10 davs grace period ko reopen this Self Disclosure (SD) and do any necessary corrections. The SO cannot be
reopened after 10 days.

To reopen the 50, click on the "Change SDstatus” 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 EIS. 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 dav, "grace period" the records will be in disagreement., If a case is reopened and
then closed, the YDRP record will refleck the final dosure date and EIS will be updated 10 days later.

Figure 42: Inspector Signoff Submission Confirmation Screen

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