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Voluntary Disclosure Checklist Instructions

Purpose
To assist repair stations with proper submission and follow-through for a voluntary disclosure submitted through the Federal Aviation Administration’s (FAA) Voluntary Disclosure Reporting Program (VDRP).
Completed by: Accountable Manager
Reference:
Advisory Circular (AC) 00-58B Voluntary Disclosure Reporting Program
· VDRP User Guide
Instructions for Completion

Review each checklist item and confirm completion or non-applicability by checking the appropriate box.
Accountable Manager – Sign and date the completed checklist.
End of Instructions

	Voluntary Disclosure Checklist

	Complete
	Not Applicable
	

	Within 24 hours of discovery—

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.1 Confirm that disclosure requirements are met:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.1.1 You can give timely notification before the agency learns of the apparent violation by other means.

Note: The FAA retains sole discretion in determining whether a voluntary disclosure received more than 24 hours after discovery of the violation is timely. Therefore, this requirement may be met even after the 24 period if the delay is deemed justifiable.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.1.2 The apparent violation was inadvertent.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.1.3 The apparent violation did not indicate a lack, or reasonable question, of the company’s qualifications.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.1.4 The company took immediate action upon discovery to terminate the conduct that resulted in the apparent violation.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.1.5 The company developed (or is developing) a comprehensive fix and has scheduled implementation.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.1.6 The company has scheduled a follow-up self-audit.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.1.7 The company is not otherwise required to report the issue (e.g., failures, malfunctions and defects under 14 CFR § 21.3 or service difficulty reports under § 145.221).

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.2 Draft an initial disclosure report to include:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.2.1 A brief description of the apparent violation, including an estimate of the time it remained undetected and how it was discovered.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.2.2 Verification that the apparent noncompliance has ceased.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.2.3 A brief description of the immediate action taken, the action taken to terminate the conduct and the person responsible for taking the immediate action.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.2.4 Verification that an evaluation is underway to determine if there are systemic problems and a description of the corrective action necessary to prevent a recurrence.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.2.5 Identification of the person responsible for preparing a comprehensive fix.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.2.6 Supporting documentation, if any.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.2.7 Acknowledgement that a detailed written report will be provided to the FAA within ten business days.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.3 Notify the FAA of the apparent violation:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.3.1 When extenuating circumstances prevent the use of the VDRP system:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.3.1.1 Submit notice to your local inspector orally (confirm in writing!), via a written hardcopy, or by electronic mail.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.3.1.2 Relay information compiled for the initial disclosure report (completed in step 1.2).

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.3.2 When submitting through the VDRP web-based system:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.3.2.1 Access the system (available at https://av-info.faa.gov/vdrp/Login.aspx) using the company’s user name and password.
Note: If you do not already have login information, contact your local inspector.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.3.2.2 Provide information from the initial disclosure report (completed in step 1.2), as prompted by the system.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.4 Obtain written confirmation that the FAA received the initial disclosure report and that it meets the stated requirements.

Note: If notification was submitted through the VDRP web-based system, the FAA will acknowledge receipt through that system.

	Within 72 hours of notification—

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.5 If notification was submitted orally, via a written hardcopy or by electronic mail, enter initial disclosure report into the VDRP web-based system (see step 1.3.2).

	Within 10 business days of notification—

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.6 Submit (through the VDRP web-based system) a detailed written report, to include:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.6.1 A list of the specific regulation(s) that may have been violated.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.6.2 A description of each apparent violation, including the duration of time it remained undetected (e.g., hours, cycles, days), how and when it was detected.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.6.3 The immediate action(s) taken to terminate the conduct, when it was taken and who was responsible for each action.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.6.4 An explanation that shows the apparent violation(s) was/were inadvertent.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.6.5 A summary of the evidence that describes the scope of each apparent violation, how it was detected, the seriousness (its effect on safety) and any conclusions reached regarding systemic deficiencies (i.e., who, what, when, why and how each potential noncompliance occurred).

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.6.6 Supporting documentation/evidence associated with discovering each potential violation and its scope.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.6.7 A completed Risk Assessment Matrix to aid in evaluating the significance of the event.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.6.8 A detailed description of the proposed comprehensive fix including the identification of the root cause, corrective steps, the responsible parties and the timetable for completion.
Note: If a proposed comprehensive fix is not fully developed within 10 business days, provide an overview. A detailed description of the comprehensive fix should then be submitted within 30 calendar days of initial notification (see step 1.7)

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.6.9 Identification of the person responsible for the implementation and completion of the comprehensive fix.

	Within 30 business days of notification—

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.7 If an overview of the proposed comprehensive fix was provided in the written report (see step 1.6.8), submit a detailed description of the proposed comprehensive fix including the identification of the root cause, corrective steps, the responsible parties and the timetable for completion.
Note: If a detailed description of the proposed comprehensive fix was included in the written report, this step is not applicable.

	Prior to official closure by the local inspector—

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.8 Collaborate with the FAA and agree upon (in writing!) the proposed comprehensive fix and implementation schedule.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.9 Implement the agreed-upon comprehensive fix according to its implementation schedule.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.10 Obtain a letter of correction from the FAA.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.11 Complete and file a self-audit to ensure the comprehensive fix will prevent a recurrence.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.12 Undergo final FAA assessment to ensure all elements of the comprehensive fix were accomplished.

	Subsequent to official closure by the local inspector—

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	1.13 Receive confirmation that the PMI has closed the case.

Note: Confirmation is generally received through the VDRP system.


	Signature
	
	Date
	


	Form Number:
	
	Revision Number:
	

	Page 1
	
	Revision Date:
	


	Form Number:
	510
	Revision Number:
	IR

	Page 1
	
	Revision Date:
	08/06/2014



