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NOTE: THIS VDRP INTRODUCTION GUIDE IS APPLICABLE TO U.S. CERTIFICATED AIR CARRIERS OPERATING

UNDER 14 CFR PART 121 OR PART 135. 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

Stage 1 accomplishment is applicable to designated representative
of the air carrier.

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

VDRP - Voluntary Disclosure Reporting Program

WARNING*“WARNING*“WARNING

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.

900.1

FAA Order 8000.89

VDRP - Voluntary Disclosure Reporting Program
Attention
Air Carriers operating under 14 CFR Parts 121 and 136 and Repair Stations operating under 14 CFR Part 146 are required to utilize this web-based system for all non-hazmat voluntary disclosures
Hazmat disclosures 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 o uiize this web-based VDRP system

VORP FAQ's - Regulated

Entities

VDRP FAQ's - FAA Users

VORP Introduction

Guide - A Carriers

i User Support
Login to VDRP
-

FAAMyIT Service Center

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

E-mail Address: helpdesk@faa gov
hitp:/My TFAA 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 (PI) 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 thair Principals add them to the system

If you are a Regulated Entity User, please contact your Designated FAA Officials 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 disclosures by air carriers operating under 14 CFR Parts 121, 135, and 129, use of this web-based system is required.

All 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 utiize this web-based VDRP system

User Name: (y12r5 CTR Sabti

Userg

Password :] FAAMyIT Service Center

Phone: 1-844-FAA-MYIT (322-6948)

User Support

E-mail Address: helpdesk@faa gov

htp: /My T FAA gov

Forgot Password?

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:

Announcements

Federal Aviation
Administration

- Search Comp. Fixes

Reports
. Data Extract Report

Administration
- Update Profile
- Change Password

Help
+ General Help
+ Feedback

+ Release Notes

Documents

+ VDRP User Guide

+ Introduction Guide

. 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.

Show Filter Options

T T

Show entries
Notificati .
Date ¥ (Action Required)
2658 MDB0, N9GGTW: RIl Not Accomplished 71212008 Initial Notification AALA
19725 Stowage 91112016 Initial Notification YENA
20152 OVER FLOWN TASK CARDS 2162017 Initial Notification YENA

Logout
Help

Fitstds

Hazmat

Fitstds

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

% Federal Aviation
K Administration g

Voluntary Disclosure Waluntary Disclasure Reparting Pragram - VORP
Reporting Program Tl Hamo Lagouy
Stage 1: iniisl Hotification ViewlPrint Help
Self Disclosures
+ Create 50 - N .
Click on each tab to complete all fields required for the Initial Motification fe
AR Click on each tab to complete all fields required for the Initial No on form
i I'":""M * indicates a required fisld
* thamge Pasewned Hotific ation 1D SO Title
Complete the following required fiedd(s) and click Save Page
Subject” |
Hatification Date” - g
Nolsic-ation Time =] =
Duiefly describe apparent violation: Spell Check
» VDRP FAQs =

Yau must complite all tab farms by saving sach form, then clicking the next sequontial 1ab. When you have completed all fams, click the Submit button an the Subeit
Tab o 10 sond the fom to an FAM Inspactar for rvitw and appeoval

Chick Save Paga befars you contirug Save Paga |
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

N+
lcon=" .
5. Enter the time of notification in the Notification Time field.

6. Enter a brief description of the apparent violation in the list box.

7. Click2T8& infokmdtion you entered has now been saved, and a newNotification
ID and SD Title are generated.

8. Click the tab, to navigate to the next page. The Initial

Notification Action Screen appears.

Federal Aviation ramnad
Administration

Voluntary Disclosure Woluntary Disclosure Reporting Program . VDRP

Reparting Program TasthE Home Logout
‘Stage 1: initial Motification ViewdPriet Help

Salf Disclosures

* traste 50 Chek on each tab 1o complete 3l fields required for the sl Nobscatson for

i IR NS T T

Adtrdnketewtiar = ndicates 9 required field

& Upmdats Profils

& Chamys Password Nolihcalion 1D 5444 S0 T Tesa Self disclosun:

Halp y .

el M Camploto the fallawing requined fiokd(s) and click Save Page

* Feadback Briefly describe action taken sfer apparent wolation was detected Spell Check

* Release Notes |

[me— s

VORE Usar Guids
Entraa o Gusid

* VDR FAQs
‘Wou must complete all tab forms by saving each form, then clicking the next sequential tab. ‘When you have compleied all forms, click the Submit buttan on the Subma
Tab form 1o send the farm to an FAA Inspecice for review and approval
Click Save Page before you cortinug Save Page

Figure 6: Initial Notification Action Screen

VDRP Introduction Guide Rev. December 2021
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9.
10. Click the button.

11.

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

Clic. The Initial Notification Verify screen appears.

Tab form to send the form 1o an FAA Inspector for review and approval

ou must complete all tab forms by saving each form, then clicking the next sequential tab. WWhen you have completed all forms. click the Submit button on the Submit

Click Swva Paga befor you cantinus

Bave Page

Federal Aviation Fan
Administration
valuntary Disclasure Voluntary Dischosure Reporting Program - VORE
Reporting Frogram TestE Home Logou
STaon 1: Inifial Notfcation ViewiPrint Heip
ol Disclosiras
[t Click on asch 15b 10 complate all Saids required for the Infisl Katific sticn B
e 50 List
w-vihaion EEETTI ETT
fkealnheirnion: *indicates & raquinsd fisld
v vodsts Prafls
# Changs Pasewand Matification 1D 5444 G0 Tale Tes Self disclosure
ey § § Y
o Gareral Help Corplete the following required field(s) and click Save Page:
5 Bk i Non-Compliance Cease afler Detection?™ “Yes © No
[ T—p—
15 34 evaluation undarway 10 detemnine i thoro are any Systemie Problams?® Cves CHo
Will the Wiitten Rapan be submitted within 10 working days?™ C¥es CHo
Documants
i s ciade Was the Apparer Viclalion Discovered During Air Carier Evauation Program(ACERT?™ Yes CHo
» Intraduction Guide Was the Appassen Vislstian Discovered as the resull of an Avistion Safety Action Program (ASAP) Repon?* Cres CNo
o wpne aGs
Madia Used 1o Notify Self Disclosurs I -
Fuither clarbcation of above Spell Check
=

12.
13

Answer each question by selecting either Yes or No.

.

to Notify Self-Disclosure” option field.
14

.

button.
Click

screen.

15.

voluntary Disclacurs Volumary Bisclosure Roponing Program - VORP

Reporting Program Tetflf

Stage 1 Wikl Matfication

Hoeme
self piselusures

e Click on each tab ta complete al felds eaguireit for the Initial Notifcation farm

SOTiHe Tast Self disclosure

© inficates a required fild
Nastiie stion 10 5444
Complate the following requited fesa(s) and elick Save Page
Designator D

Business Concen™

FAA Inspactor (select name)*

118 Offctal (Select your name o the bst, f you are 119 Dffcial)

Regulsted Entity Prapanng Comprahensse Fix

Laet Nama®
First Name™

Contact Information”

¢pocter in 14 CFR Pat 11965 or 1196 or 1o attach
licking o e nsens Than, selact, Upload. Visdty

¥ou must comphite all 1ab farms by
Tab farm 15 gend the form to an FAA Ingg

aviow and 3pproval

VigwPrint

eh form, then elicking the next saqusntial tab Whon you hawe campléted allfarms, ik the Submit buttan an the Submit

Logud
Help

Clck Save Page befure you continue

Chizk Sulimlt to cemplete ar Chek Daleta tn deletz the S0

Initial Notification

Sove Page

Submit Deleto

Figure 8: Initial Notification Submit Screen

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

, which will display the Initial Notification Submit
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16

17

18

19

20

21

22

23

25

VDRP |

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

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

. If submitter is a Part 119.65 or 119.69 Company Official, select your name from the
drop-down. If not a Part 119 Official, select None.

. If your name does not appear as a 119 Official in the preceding drop-down box (in item
21), enter your Last Name in this box.

. If your name does not appear as a 119 Official drop-down box (in item 21), enter your
First Name in this box.

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

. File Upload: If you are not a Part 119 Official, you must upload a letter signed by one
of named Part 119 Company officials as provided in AC 00-58B, Appendix 1. If required,

upload the required letter by use of the 2 e button to select the desired file

. . Uplaad

and upload the document via selection of the P4| button.NOTE: THE UPLOAD FUNCTION IS
ALSO AVIALABLE FOR ATTACHMENT OF ANY FILE, PHOTOS OR OTHERDOCUMENT WHICH WILL AID THE FAA IN
MAKING A DETERMINATION REGARDING ACCEPTANCE OG THE VOLUNTARY DISCLOSURE.

Save Page

. 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 ||

Microsoft Internet Explorer x|
'} %

M_./ Are wou sure wol wank ko submit Ehis recordy

Cancel |

Figure 9: VDRP Confirmation Screen

. Click OK. A VDRP Record Submission screen appears

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

o] 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.

ntroduction Guide Rev. December 2021



STAGE 2: INITIAL NOTIFICATION RESPONSE

The process begins with completion of the necessary fields for Stage 2 submission by the FAA
Principal Inspector (Pl). Upon submission by the inspector, the system automatically advances
the submission to the SOM (Part 1)

Upon receipt of the submission from the PI, the SOM (or designee) reviews the file and concurs
with the Principal’s decision or returns the case to the Inspector for further action as agreed
upon (Part 2)

PART 1 - COMPLETION OF INITIAL NOTIFICATION
RESPONSE (Pl)

The objective of this review is to enable an FAA Inspector to respond to self-disclosure
previously submitted by the Regulated Entity.

PREREQUISITES

Before an FAA Inspector can access VDRP, they must be assigned a user ID. Principal
Inspectors have access based on their assighment 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

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.

Part 193

FAA Order 8000.89

VDRP - Voluntary Disclosure Reporting Program
Attention
Air Carriers operating under 14 CFR Parts 121 and 135 and Repalr 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 uiize this web-based VORP system.

VORP FAQ's - Regulated

VORP FAQ's - FA Users

VORS Introduction

Guide - Repair Stations

VORP Introducti

Guide - A Carriers

Password Reset

Login to VDRP User Support
-

FAAMYIT Service Center

Psse oy emaito oo () s et st

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

Welcome!

The VDRP system provides designated FAA offcals and regulated entiiies 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 supportall 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 (P1) Users wil b nitially keptin an Inactive State. You will need to contact the HelpDesk to make your status Active and then login to the VORP System. Other Inspectors who are not Principals who need
access to VDRP will need to request that their Principals add them to the system

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

Figure

2.

12: VDRP Login Page

Sign In

By signing in here with MyAccess, you will have access to all part

ating MyAccess applications that you are authorized to use. By clicking Agree & Centinue, you
accept the Govemment warning below.

DOT Employees and Contractors Use Your PJY Card X
Use Your Email Address™

erey— DOT employees insert your PIV card into your
CCTHNE | smart card reader before attempting to login
==
Sk s Agree & Continue

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

Forgot your MyAccess account credentials? Reset here

Need Help Logging in? Help Desk Information

United States MyAccess ©
Department of Transportation L

Figure 13: VDRP Login Page

ActiviD*

ActivClient

Please enter your PIN.

PIN ||

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.

& Fodaral Aviation
§} Administration

Voluntary Disclosure
Reporting Program

Valuntary Disclosure Reporting Pragram . VORP

TESTTAA
Sell Disclosuane List

y8 information kol
For Mew and Open

Hatification Date |

i disclosure ornazmn

[Stage|  Regquirad Form  [Responsibla Person|

Initial Motdcation ctreste 520 Regulated Entity

1

2 tion Respanse FAA Inspestar

3 Witten Report Regulated Entity

4 Witlen Repott Review  FAA Ingpector
Sunaillance FAA Inspactor

6 Inspocior Signoft Fh Inspoctor

FARgow Homa | Privacy Policy | Web Palicies & Notices | Contact (s | Help

Paaders B Viewars: DOF Ravdar | M5 Word Vidusr | M5 PawarPaint Viewar | M5 Cutal Visar

e

Hame

ck on the Next Action link to begin the next s1ep in the self-disclosure submission process.

n Respanse

it each £1308 (£a8 below for 3 brisf definitian of aach etage) in the self.disclosuee submission process, and allows the usel

DesignatoriD)

FAAg

Lagou

Help

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

Notification Response screen appears.

Voluntary Diselosure Reporting Program - VORP

TESTTAA

Upload, Ve

Home
Stage 2: Initial Notification Responss VigwaPrint
ot & roquirhd §
Hetification [0 5444
Tusa Self dischosur

c s} and chek Sawe Page
Name of approving =
Specify the Investigatron Commence Date™ =
13 thiz 3 valid Self Disclosure?* T ¥es Cla
wias Submitted/Has Letter from 119 official?* € ¥os € Mo
Explain hore, if thes is not 3 Vol Self Disclozure! Spoll Check

|
1 b g or

[ [Giwss Uplowd

lick Save Page before you continue
ER

Click Send Back 1o send the S

Click Submit fo

wnitial Notificat

save Paga
Sund Back

Submit

Lago
Halp

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 in 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

If the disclosure was submitted by a 119 Official or the submission was submitted by a
119 Official, the file should reflect the “Yes” button as selected. If the “No” button is

button (which will de-select the “No” button). If the record should reflect “No” but
reflects, “Yes”, the inspector will edit the record to reflect, “No”.

8. Optionally, upload any supporting files/documents if needed using —_IBrDWSE"'
button to select the desired file and upload the document via  Upload | button.

Save Page

9. Click the button.

Send Back
NOTE: USING THE BUTTON, THE FAA INSPECTOR SENDS THE

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.

VDRP Introduction Guide Rev. December 2021
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| Microsoft Internet Explorer x|

I L] "_q,, add Senior Office Manager user to the YDRP syskem before you SUBMIT
L

Figure 17: No SOM User - Alert message

Submit ||
11. Click " . A VDRP confirmation screen appears.
x

\:.:') Are wou sure wol wank ko submit Ehis recordy

Cancel |

Figure 18: VDRP Confirmation Screen

Microsoft Internet Explorer x|

L ] 'l-.,‘ An Email has been sent oot to all relevant users,
[ ]

Figure 19: INR Submission Confirmation Screen

13. Click OK.
This concludes Stage 2, Initial Notification Response Part 1.
Once a completed first part of Initial Notification Response stage is submitted by

Principal Inspector, the Self-disclosure is ready for the second part of Initial
Notification Response stage which requires SOM Approval via “Senior Office Manager

Approval” screen

VDRP Introduction Guide Rev. December 2021
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STAGE 2 - INITIAL NOTIFICATION RESPONSE
PART 2 - SENIOR OFFICE MANAGER APPROVAL (SOM)

The second part of Stage 2 requires the SOM to concur with the Principal Inspector by
optionally entering any comments and clicking on Submit/Return button based on concurrence
or non-concurrence with Principal Inspector’s determination of the self-disclosure.

The Office Manager must, in concert with the Principal Inspector assigned to the certificate,
and must determine whether, based on the information available at FAA at the time, the initial
submission of self-disclosure does or does not meet the criteria for acceptance under the FAA’s

voluntary disclosure policy.

The objective of this lesson is to successfully log into VDRP as a Senior Office Manager (SOM)
and respond to the submission of self disclosure by Principal Inspector.

PREREQUISITES

Before a SOM can access VDRP, they must be assigned a user ID. The SOM and an alternate SOM
are normally added to the VDRP system by one of the Principal Inspectors in that office.

Login PROCEDURE

Please refer to Login Procedure under Stage 2 Initial Notification Response section Part |, page

9.

After you successfully logged into VDRP perform the following steps:

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

j Federal Aviation
Administration

Lary Disclosure
Reparting Program TESTSOM
Self Disclosure List

Fifgay Hame | Privacy Palicy | Web Palicies & Natices | Contact Us | Help

Faadars B Viewsarss FOF Baadir | M5 Word Viawar | M Boudr@sion Vievar | M5 Extal Viavar

Woluntary Disclosure Reponting Program .. VDRP
Home Loges

Next Action
Hotification Date CAchie: e

2|
wrnano nitial Notication Response - Under SOM Rewew  TESW

Figure 20: VDRP Self Disclosure List Page FAA View

2. Click on the Initial Notification Response - Under SOM Review link, in the Next Actioncolumn,

VDRP Introduction Guide
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next to Test Self disclosure. The Senior Office Manager Approval screen appears.

Faderal Aviation Fada
Administration
Valuntary Disclosure Reporting Program .. VDR
TESTSOM Hame Lagout
Senior Office Manager Approval Help
Notfication D 5444
nd chiek SubmivReturn
=
H
¢ Principal Ingpector's determination concemsng the acceplabibty of
Raturn I Submli
FAR 0w Nt | Brivicy Balicy | Web Palicies B Naticar | Contact Uy | Halp
Feaders & Yoewersi POF Raader | MG Ward Viawsr | M5 Pawaraint Viever | M5 Encel Viawar

Figure 21: Senior Office Manager Approval

1. Enter SOM comments as desired. When returning file to Inspector for edits, SOM may
wish to offer comments or suggestions in this text box to explain reasons for the
return.

2. Clickon M button indicating SOM’s non-concurrence with PI’s
determination about the self disclosure. The self disclosure then returns to the

InitiaNotification response stage, allowing the Principal Inspector to edit the
INR form asnecessary prior to re-submission for SOM review/concurrence.

3. Click on m button indicating SOM’s concurrence with advancing the case
into the Written Report Stage. SOM submission completes the second part of INR stage.

4. A VDRP confirmation screen appears.

Microsoft Internet Explorer x|

x_?/.' Are you sure yol wank ko submit Ehis record?

Cancel |

Figure 22: VDRP Confirmation Screen

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

Click OK.

This concludes Stage 2, Initial Notification Response. Proceed to the next exercise for
Stage 3, Written Report.
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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. Principal
Inspectors have access based on their assignhment 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

Please refer to Login Procedure under Stage 2 Initial Notification Response section Part |, page
9.

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 Self Disclosure page displays:

Faderal Aviation FAR.g
¥ Administration

Valuntary Disclocure Waluntary Disclosure Reponing Program .- VDRP
Reparting Program TestRE Hamg Logoul
Help

Motification Date |'::f=£-‘“m:,= Designataril
[T Witten Repart TESW

4 Wiitten Raport Review

Inspector Signaff FAA Inspoctor

FARgow Hens | Privicy Palicy | Web Pelicias Ik Naticas | Coatact Us | 1l

Raders & Yiewerst FOF Feader | ME Wird Viewer | M5 PowarPeist Vievar | M5 Excel Viewar

Figure 23: 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.

2. Click on the m icon tab. The current list of VDRP open self-disclosures
appears.
3. Click on Written Report in the Next Action column next to the Test Self disclosure.

VDRP Introduction Guide Rev. December 2021
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The first page of the Written Report screen appears.
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*indicates a required field Designator: TESW Reviegw Cycle: 0
EIR Nurmber. 2010TEST4001 SD Title:  Test Self disclosure
Complete the following required field(s) and click Save Page

Wytitten Report Date 14,2010

Certificate Type™

Company MName™

Company Address™

City™

State®
Zip Code®

H

For the purpose of identifying responsible personnel, please check the box for the activity below and type in the information requested for that
activity (MNote: 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 _______[Last Hame [First Name [Position __Phone __[PhoneExtEmail |
Immediate Action
Comprehensive Fix

Discovered Alleged
Widlation

O a0

a

Filing Report

- Monitaring Implementation
of Fix

Last Name™

First Mame*

Position™

Phone Mumber® Ext

Ernail®

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

Click Sawve Page before you continue. Save Page |
Figure 24: 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.

4. 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.

0. 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.

11. 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.

12. Enter the individual’s Last Name.
13. Enter the individual’s First Name.

S Y >®No U
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14. Enter the individual’s Position.
15. Enter the individual’s Phone Number and extension if applicable.
16. Enter the individual’s Email address.

17. Click the button.

18. Click the Tab. The Description Screen appears, with some populated
data.
Voluntary Disclosure Voluntary Disclosure Reporting Program -- VDRP
Reporting Program TesiRF Home
Stage 3: Written Report “iewsPrint
Self Disclosures
* Create D
& View SD List Click on each tab to complete all fields required for the Written Report farm.
Administration
* Update Profile .
& Change Password *indicates a required field. Designator TESW Review Cycle: 0
!
"Ez EIR Mumber: 2010TEST4001 SD Title:  Test Self disclosure
* General Help
® Feadback
s Release Notes Complete the following required field(s) and click Save Page:
Specify the FAR(s) to associate with this violation (click Select FAR, select from the listing {type first few chars to get the list of all nearest
Documents matching FARs), then click Add FAR to complete the add)®
* VDRP User Guide
* Introduction Guide Mo FAR Yinlations selected

* VDRP FAQs Select FAR

Date Discovered”™ l— 5
Tirme Discovered® ~ :I -I

Location of Discovery™ =

Time Yiolation Remained Undetected™ Cycles andiar . -

Regulated Entity who Discovered Yiolation:

Last Marne*

First Mame®

Phone Murmber Ext

|
|
Paosition® |
|
Email |

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

Click Save Page hefare you continue Save Page

Figure 25: 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
19. Click the button. A FARs list box appears.

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

VDRP Introduction Guide Rev. December 2021
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Add FAR i
22. Click the

button. The FAR is displayed on the page.

23. 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.

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

25. Select the Time Discovered.
26. Enter the Location of Discovery field.

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

28. Enter Last Name of individual who discovered the apparent violation.
29. Enter First Name.

30. Enter Position of individual.

31. Enter the Phone Number and extension if applicable.

32. Enter the email address of the individual.

33

34

. Click the

Save Page

. Select the

button.

)

tab. The Written Report Summary Screen displays.

Voluntary Disclosure
Reporting Program

sear Di

TestRE
Stage 3. Wiitten Report

Voluntary Disclosure Reporting Program — VORP
Home Logou
owPrint Help

vd chck Save Page

Figure 26: Written Report Summary Screen

35. 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.

VDRP Introduction Guide
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38. Select the

i)

button. The Written Report Action screen appears.

TestitE
Stage 3: Written Report

Voluntaty Disclmsute Reporting Program .. VORP

Halp

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

¥ou must complats o8 1ab forma by saving each fom, then elicking the next sequantial 1ab. Whon you have complated all farms, chek the
Submit buttan an fhe Subemit Tab form to send the farm to an FAS Inspectar for review and approval

Click Save Page belore you continue Sam Page

Figure 27: 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.

45. Enter the individual’s Email address.
46. Click the = PR button.
47. Select the button. The Written Report Analysis screen appears.

VDRP Introduction Guide
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Voluntary Disciosure Voluntary Disclosure Reporting Program - VORP
Reporting Pragram TestRC Home Logout

Slage 3. Wrillen Report VigwiPrint Help

Click on #ach 134 to comglets sl Aelds required for the Wrdten Repart farm

| t-conerst | 2-0wsptivn | 3-bumniary |t |t ]t fin | 7t |8 ain ]

* update Prufile

» Change Password = mdicates @ requirgd field Desgnator TESW Review Cycle: 0
Haip FSTA =0 Tith c :
» Ganaral fisks EIR Number ANOTESTANIY S0 Title:  Test Solf dicclosuro
» Fendback
v RalnasnHotme Camplata the following roquind field(z) and click Save Page
Summiry of Analysis™ Spell Check
Oarumants =
* VORP User Culde 4
* Introduction Guide
* VORP FAGS
Ruason why thi ialation was inatertens®
Supponing Evidence™
You must complete l fab forms by sawng each form, then clicking the next sequential fab, When you have completed all forms, clck the
Submmit buttan on the Submil Tab form 1o send the fem 1o an FAA Inspector for review and approval
Chick Save Page befors you cortinue S Page

Figure 28: Written Report Analysis Screen

48. Enter a summary of your root-cause analysis.

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

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

51. Click the button.
52. Select the

screenappears.

tab. The Written Report Comprehensive Fix

Federal Aviation Fangd
Administration

Voluntary Disclosure ‘Voluntary Disclosure Reporting Program .. VDI
Reporting Pragram TastiE Home Logout|
Stage 3. Wrillen Report ViewPrird Help
Sl Dischovures

* Creats 50

Y Win S Click on gach bab to complete all fikds required for the Wrilten Report farn
Admanis tration

[ -Genersd | 2-Description | 3-summary | d-action | 5-Anatysis ] oot | 7 Eaipreot | 8- subenit |
* update Profile . e
¥ i Bl ndicates @ required field Dosignator TESW Review Cycle: 0

Malp

= ‘Gl el ER Number  20M0TESTA001 SD Title:  Test Self disclosure
* Vaadback
PR Camplitie 1he follawing requined field(s) and click Save Page
Click Add Step to display the required fields, then complete the fields that display 1o define the proposed steps for fixing the violation
Dacumants conditions.
» VORP Basr Gulde

* Introduction Guide Comprehensee Fox Detarled Descrptson®™.
* WORPFAQs Mo Comprehensive Fix Staps crested

Figure 29: Written Report Comprehensive Fix Screen
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53.

Add Step |
Click the

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

button .The Written Report Comprehensive Screen with

WValuntary Disclosure Reponting Program - VDRP
TenttE

Stage 3. Writlen Report VirwPrint

quined fiskd Designaor TESW

umber 20UITEST4O01 SO Tale:  Test Self disclosure

Click At Stop 10 drsplay the reguined Selds, thn complebe the fiekds that display to define the proposed stips far firing the violation

You must complote a 2 olatnd all four
Submit button on the Submit Tab form 1o sond

Save Pagn ' Canenl

Cick Save Page before you continue

Figure 30: 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.

54.
55.
56.
57.
58.
59.

60.

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.

Click the button. The Comprehensive Fix screen appears.
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Federal Aviation ran.of
Administralion

valuntary Disclasure Voluntary Disclosure Reporting Program - VDRP

Reporting Program TestRE Home Logouy
Stage 3 Written Report i Print Hedp

Salf Disclosures

* Croate 50

il Click an wach tab 1o complite all Selds requined for the Witten Repon form
[ tcenarst | zosscrpton | asunmnans | snction | samaie ] oo ] saomant | v sbos |

Adroinistration

= update Brofile . .

» thengs Password indicates & required fiekd Desgnator. TESW Renew Cycle: 1
EIR Number, Z2000TEST4007 S0 Tdle  Test Sel disclosure

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

Click Add Stap to display the required Selds, then complete the fields that dizplay to define the proposed steps for fixing the viclation

Dacurents condiions.
VORE User Guide
* tntraduction Cuide Cornpashansins Fix Detaded Description®

» UDEP FAQs

Tost Tagk 7820 N3N0 Edit Delete

Figure 31: Written Report Comprehensive Fix Screen with Edited Step

61. Click the

tab. The Written Report Equipment screen appears.

\ Federal Aviation

FAA.
Administration 22
voluntary Disclosure Valuntary Disclosure Reporting Program - VDRP
Reporting Program TesthiE Hurnie Lagout
Stage 3: Writtan Report WiegwPriet Help

Self Disclosures
* Create S0

S ecncomtg Click on aach tah 15 camplate all Sslds requirad for the Wiitten Repart fam
Adminiatration

[ enerst ] 2 bencption | 3 somenary | tcoon |5 anolyss | e-tomptix | 7 rasgmoct | b bt
* Update Brofile .
« ' Ehiaom Pl indscates & required figld Desigreator, TESW Rview Cyele. 1

el

* Ganural Bolpy

* roudback

- Cornplete the following required Feld(s) and click Seve Page

EIR Number  2000TEST4001 B0 Ttle:  Test Self disclosure

When you select an Equipmant Type, & list of links displays for you to chaose the Equipment Model that comesponds 1o the yps of
DBacurments equipient selected

* VORP User Guide
Seleet equiprnent Type™ -]

* Intraduction Gude
* VORE FAGs
Orics you selact the desired Madel, Chck the Gat biftan 16 fill the Make, Group and Model filds
Selact desired modal” v Get

Equipmant Mak

Ussrm - Bagistuation Nomb s s gistration numbem s saparsied by 3 somma (a,g NESOUL, WIS 1M, REILM, aa)

Aircea Ragistration Nurber |

Aarcraft Senal Number

Equipmont Madal*

Chick Save Page bifore you contirue Save Page

Figure 32: Written Report Equipment Screen

62. Enter the Equipment Type.
63. Enter the Aircraft Registration Number and Aircraft Serial Number.

64. Click the button.
65. Click the

tab. The Written Report Submit screen appears.
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66.
67.

68.

69.

70.
71.

Valuntary Disclosure

TasRE
Slage 3. Wrillen Repor

Voluntary Bsclosure Reponting Program - VORP

FrrTTiTT £
[afs230-virp@ifan.gov

Click Submit 1o complete
Written Report

Save Page

Submil

Figure 33: Written Report Submit Screen

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

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.

The contact information fields should already be populated with previously entered

data.

Click the

Click the

Save Page

Submit b

button.

button. A confirmation window appears.

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

Microsoft Internet Explorer

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

X

Figure 34: WR Submission Confirmation Screen

This concludes Stage 3, Written Report. Proceed to the next exercise for Stage 4,
Written Report Review.

VDRP Introduction Guide
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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. Principal
Inspectors have access based on their assighment 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

Please refer to Login Procedure under Stage 2 Initial Notification Response section Part |, page
9.

After you successfully logged into VDRP perform the following

§ Federal Aviation van.g]
N Adminisiration

Voluntary Disclosure Reparting Program . VORE
TESTTAA Hrnie Lagau

Huotification Date

Figure 35: 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 Rev. December 2021
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1-EIR Form 2150-5 and RAM

*indicates a required field.

EIR Mumber 2010TEST4001 Review Cycle 1 Designator ID TESW

Self Digclosure Title: Test Self disclosure

Specify all required fields to complete the Enforcement Investigation Report Farm 2150-5 (EIR Form 2150-8):
Review the Equipment information as desired.

Aircraft, Engine, Propeller, Component or Appliance Involved

Equipment Type None

Equipment Make

Equipment Model None

Equipment Group

K11}

Ajrcraft Registration Mumber

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

S0 Identity Code®

[
[

|

Operation Type* I
Operation Sub-Type* I_;,

|

|

|

Wiolation Category®

Wiolation Source®

Accident Associated” j

Field Office Recommendation

Problem Categary™ I 'I
Problem Code* I YI

Fin®

[

Risk Assessment Matrix{(RAM):
Determine the severity and the likelihood of occurrence. In the table, move to where your determinations intersect and
gelect; this gives you the level of safety risk.If you need moare info, click an help link.

Catastrophic _____[Critical ________[Marginal _______[Negligible
= High  High  Moderate  Moderate
© High " Maderate ' Moderate © Low

© Moderate © Moderate 0 Law 0 Lawr

Figure 36: 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.

2. Select the appropriate SD Identity Code from dropdown list.
3. Select the appropriate Operation Type from dropdown list.
4. Select the appropriate Operation Sub-Type from dropdown list.
5. Select the appropriate Violation Category from dropdown list.
6. Select the appropriate Violation Source from dropdown list.
VDRP Introduction Guide Rev. December 2021
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10.
11.

12.

13.

14.
15.
16.
17.

18.

VDRP Introduction Guide

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.

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.

. Save Page
Click the 4 button.

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

Stage 4:Wrten Report feveew Dawnilaad 2150 Foem ViewiPrint Halp

[ zsubmit |
EIR Humber mlulrtsllwl Review Cycle 1 Designator 1D TESW
Se¥ Disclosure Title: Test Salf disclosure
¥ Save Pay

D o T Accopt

i " Raturn to aperator fir revision

Is uppet 1 requined « (51 [ef "

mgred ntation deadline® y

-
Then, setect, Upload. Veriy the peoper fla name has

[ | Buowms Uplaidd

lick the Submit

Save Page

ok Submit 1o com

Written Report Review Submit |

Figure 37: 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.

Select option of Accepting the written report or Returning it to RE for Revision(s).
Select the option of requesting upper management intervention.

Enter a Comprehensive fix implementation deadline.

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

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.)
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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.

Save Page

20. Click the

Submit l

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

button.

Microsoft Internet Explorer iy j x|

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

Figure 38: 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

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

Login PROCEDURE

Please refer to Login Procedure under Stage 2 Initial Notification Response section Part |, page
9.

After you successfully logged into VDRP 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.

Federal Aviation FAR.
Administration

Voluntary Disclesure Reporing Program - VDI

Home Logout
Hulp

k on the Mewxt Acton link to begin the next step in the selfdischosure submission process.

Designatorll
TESW

3 Arilten Ruport Fleguls

4 Wrilten Report Rewew FAA clor
5 Surveillance FAA ctor
] Inepector Signed FAA Inzpector

Figure 39: 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 WVoluntary Disclosura Reporting Program - VDRP

Dinwnload 2150 Fom viewiPnnt Help

sure Title Test Self disclosure

tl

-

r

lika to genarate a Lanar of Correction at this tima?

d other decuments as desired. Click Brawsa, s=lect the file 1o be uploaded, then click Upload to complate.

T FLOC sodior O Other Documents

Browse | [ Upload |
S|

Save Page
Click Submit to complete Surveiance Stage

Hurvaillance Submit

Figure 40: 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.

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.
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7. Click the Save Page 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 N 5]

L ] E Surveillance Information Subrnitked successfully and Email will be sent out toall responsible parties,
[

Figure 41: 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 Stage begins with the Pl completing the necessary inputs for submission of the Inspector
Sign Off (Part 1). Upon submission by the Inspector, the system automatically advances the
submission to the SOM (Part 1)

Upon receipt of the submission from the PI, the SOM reviews the file and concurs with the PI’s
decision or returns the case to the PI for further action as agreed upon (Part 2). If returned to
the PI, upon re-submission by the PI, the case returns to the SOM for concurrence.

PART 1 - INSPECTOR SIGN-OFF (PI)

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

Inspector Login to the VDRP system at https://vdrp.faa.gov

Login PROCEDURE

Please refer to Login Procedure under Stage 2 Initial Notification Response section Part |, page
9.

After you successfully logged into VDRP 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.

Valuntary Disclosure Reparting Program - VDAP

beief defirtion of each stage) in the sei-disclosure submession process, and allows the s

Readers & Wievers: POF Raadar | ME ward Viewar | M5 Powarsin viswar | ME Encel Viawar

Figure 42: VDRP Self Disclosure List Page
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https://vdrp.faa.gov/

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

Federal Aviation Fahgd
Administration

Voluntary Disclosure Voluntary Diselosure Reporting Program .. VDI
Reporting Pragram TESTTAA Home Logout|

Stage & Inspector SignOf Download 2150 Form iewePrint Help

Sl Dischovures
* wiew 30 List
The Inspector Sigr-off form i comprised of two related tabs. The 1-Sign OF Tab requines that you chooge ActicrvSanction. Depending upon your selection, the second tab,
FReports Submit generates required letter farmat (LOC/WYaming Natice)
* Standard Reports

* VORP Rallup Reports
* indicstes & required Eeld

A EIR Nurmber J040TESTA001 Designstor TESW Self Disclosure Tile: Test Salf disclosurs

& Update Prafile

Complete the fallowng required field(s) and chek Save Page:

. : Hame of approving Inspector™ [ =
Halp. Type af action Taken Against RE* | vI

* Conaral Help
* Fowdback Sanction Apphed to RE® | _|
e Salf-Disclosura Status Detarminad By Action Taken:
Administrative Action @ salf
D o Action © self
A e B If Rescinded, Explain Sl Check
L4 Guide
* VORP FAQs d

H

ml’an]

Figure 43: Inspector Signoff Screen
4. Select the Name of approving Inspector from the dropdown list.
5. 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.

7. Click the L23ve Page |, . ion.

8. Click the

Actionscreen appears.

tab. The Inspector Signoff Administrative

Administration s
voluntary Disclosure Valuntary Disclosure Reporting Program .. VDRP
Reporting Program TESTTAA Home Logaut
Stae &: nspuctor Skgnof Diownlsad 2180 Fom ViowiPrint Help
elatud tabs. The 1-Sign OF Tab requires that you choose Actien/Sanction. Depending upen your seleclian, the second tab,

Aarany Netice)

Dasignator TESW Solf Disclosue Tle: Test Solf disclosure

generate & Lottes of Cormection (LOCKWarning Notice document in MS Word The genorated document can b modiSed and

Genarate Letier Of Comection

Mo Attachmants

Yeu can upload an LOG, 2150-Fomn or Other Documents as desined. To Uplaad any supporting , choase Other Click
Brawese, seloct the file 10 be uploaded, then click Upload 1o camplato

Choose the type of the uplosd e & LOCWarning Notice € Z150Form  Other Documents

Onee 3 Completed Inspector Sign-Cifis submilted, you can view the uplcaded Sles by opening the Sei-Disclosure Detads Fage.

Click Submit 15 compists. Once submittad, the Reguiated Entity is notified via email of complation

Inspactor Sign-Off Submit |

Figure 44: Inspector Signoff Administrative Action Screen
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Generate Letter Of Correction button. The new window

9. Click the
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
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43 http://avrawaiadt5/skyvdrp/vdrpupload;/ TESW2010TEST4001 /LOC/2010TES - | [m] | il
2,
'f‘

File Edt ‘Wiew Insert Format Tools Table GoTo  Favorites  Help ‘% -
Go glE| j-‘lsaarch'"éﬁj' o

Final Showing Markup - Show= | 43 93 2 - %k - | Q¥ -| 3| & B
@ <8 Body text * % 9% | ¢ Update TOC |3 B

Edshare~ | @ €L - SignIn -

s

CERTIFIED MAIL - FETUEN RECEIPT REQUESTED
FILE ITO.

July 14, 2010

EIR. Mumber: 2010TEST4001

test test, test
test

test

test, AL SEE666

Eeporting Inspector : Archer, Ten

Dear Sw/Madam:

On 0771472010, test self disclosed a wiolation of Federal Aviation Regulation Section(s) 101.17B discovered
on 7/14/2010, at 3:01 AM, test test of test, mvolving qal test's proposed comprehensive fix to prevent
recurrence of the problem was accepted by FAL on 07142010 and completed on 0771472010,

In closing this case, we have given consideration to all availlable facts and concluded that the matter does not

warrant legal enforcement action. In lieu of such action, we are issuing this letter which will become a matter of
record.

In the event that test reperts, or the FAL dizcovers, that the accepted comprehensive fix was changed without

FALA approval, this investigation may be reopened and appropriate legal enforcement action mitiated. =
£
Sincerely, ]
¥

=[Ela =4 | ]

Figure 45: 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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] Microsoft Internet Explorer [l 1N

| 'T Inspector Signoff Infarmation Submitted successfully and Email will be sent aut ta all responsible parties.
-

Flease remember that you have 10 days grace period to reopen this Self Disclosure (S0 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 davs following record closure in YORP, the EIS will be
updated ta reflect the clasure date as recorded in YDRP. 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 reflect the final closure date and EI5 will be updated 10 days later.

Figure 46: Inspector Signoff Submission Confirmation Screen

14. Click OK.
This concludes Stage 6, Inspector Sign off Part 1, page 9.

STAGE 6: INSPECTOR SIGNOFF (SOM)
PART 2 - SENIOR OFFICE MANAGER APPROVAL

An Office Manager with oversight responsibility for operators certificated under 14 CFR Part
119 for operations under part 121 or part 135, is required to accomplish the final sign-off
function in Stage VI of the VDRP system.

At this stage, the SOM has the option to concur or not concur with the actions taken by the PI.
If the Manager concurs and submits the file, the file is closed in VDRP and subsequently closed

in EIS. If the Manager does not concur, the file is returned to the PI for revision or action as
agreed upon between the Pl and the SOM.

PREREQUISITES

Before a SOM can access VDRP, they must be assigned a user ID and password. The SOM and an
alternate SOM are normally added to the VDRP system by one of the Principal Inspectors in that
office.

Login PROCEDURE

After you successfully logged into VDRP perform the following steps:

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

The VDRP Self Disclosure page displays:
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Fadaral Aviation
Administration

TESTSOM
Sl Dischoswre List

Seif Disclosures
® View 5D List

[Stagel ___Required Form __[Responsible Person

1

2 o

3 eport “egulated E

4 ‘Written Rieport Review FAA Inspector
5 Surveillance FAA Inzpector
B Inspecior Signof FAA Inspector

FAA.gow Homa | Privacy Policy | Wb Palicies & Hatices | Contact s | Help

Raaders B Viewears: DOF Basdar | M2

Valuntary Disclosure Reporting Program - VORP

Hotification Date
ornazmo

Hext Action
s

Horne

asune submissis

0N pIOCaSS

: o)
InspectorSignoll - Under SOM Renew

FAg

Logout

Help

and allows 1ho usel

Designator
TESW

Figure 47: VDRP Self Disclosure List Page

The VDRP Self-Disclosure List page shows a listing of all new self-disclosures that
relate to your organization. Navigational tabs also display and allows you to view and

access New, Open, Closed, and Rejected self-disclosures.

2. Assure the “Open” tab is selected and locate the “Next Action” column. Click on the
Inspector Signoff - Under SOM Review link, which will be found in the Next Action
column. The Senior Office Manager Approval screen appears after selection of the

SOM Review link.

Faderal Aviation
Administration

Voluntary Disclosure
Reporting Program TESTSOM

Senior Office Manager Approval
Self Disclosures
N indicates a required field
Dosignator i TESW EIR Number  AM0TEST4001

Solf Disclosure Tale: Test Self disclosure

nd chek SubmitHeturn

Valuntary Disclosurs Reparting Program . VORP

Netification ID: 5444

osure

* VORE FAGS Sanlor Office Manager Approval

FAAgow Home | Privacy Palicy | Wb Palicies & atices | Contact ts | Halp

PReaders & Viewserss POF Foader | ME Ward Viewsr | M5 PavarPeiat Vierer | M5 Encel Viewar

Submit to Concur or Click Retumn to NonCancur with the Princpal
|

[howm ] st

nspecio

ation conceming the scceptability of

Home

FAA

Logout
Help

Figure 48: Senior Office Manager Approval

3. Enter SOM comments as desired. Prior returning file to Inspector for edits, SOM may
wish to offer comments or suggestions in this text box to explain reasons for the

return.
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4. If the SOM does not concur with the PI’s submission, the SOM will click on the

Return
button and the file will be returned to the Inspector Sign off stage

(Part 1). The Principal is alerted by the VDRPP system via email of the return. The PI
may then revise or edit the file as deemed necessary prior to submission for SOM
review/concurrence.

5. When the SOM concurs with the PI’s submission, the SOM will click on ﬂ‘
button indicating SOM’s concurrence with PI’s determination about the self disclosure.
The self disclosure is closed after SOM submits the self disclosure via SOM Approval
screen which completes the second part of Inspector Sign off stage.

6. Click OK. Another confirmation screen appears with tracking data and email
confirmation information.
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Microsoft Internet Explorer x|

L] E &n Email has been sent out to all relevant users,
L

Figure 49: Stage 6 SOM Submission Confirmation Screen

7. Click OK.
This concludes Stage 6, Inspector Signoff and completes all stages of the VDRP process

VDRP Introduction Guide Rev. December 2021
40



	STAGE 1: CREATING A NEW SELF DISCLOSURE
	PREREQUISITES
	Login PROCEDURE

	STAGE 2: INITIAL NOTIFICATION RESPONSE
	PREREQUISITES
	Login PROCEDURE

	PART 2 – SENIOR OFFICE MANAGER APPROVAL (SOM)
	PREREQUISITES
	Login PROCEDURE

	STAGE 3: WRITTEN REPORT
	PREREQUISITES
	Login PROCEDURE

	STAGE 4: WRITTEN REPORT REVIEW
	PREREQUISITES
	Login PROCEDURE

	STAGE 5: SURVEILLANCE
	PREREQUISITES
	Login PROCEDURE

	STAGE 6: INSPECTOR SIGNOFF
	PART 1 – INSPECTOR SIGN-OFF (PI)
	PREREQUISITES
	Login PROCEDURE

	STAGE 6: INSPECTOR SIGNOFF (SOM)
	PART 2 – SENIOR OFFICE MANAGER APPROVAL
	PREREQUISITES
	Login PROCEDURE


